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FOREWORD

Resciscionst dated May 1955 and revisions dated June 1958
dated L December 1961
dated 3 June 1563

>
Tr.» Hendbook is revised to update all correspondence practices and to pro-
vide for the changes necessary since its initial publication in 1952, New

topics included in this Handbook are Reports, Minutes and Agenda, the Spoede
letter, and the Memorandum Form OF 10.

A major change in the style format is introduced in the Handbook. The modie
Tisd block style will be adopted for all memorandums and letters. By using
the block style this Agency will conform to the standard style and format
presceribed for Covernmentewide use, Adherence to a standard format and uni-
form appearance will increase correspondence efficiency. Where special
types of communicetions are required, the special instructions and Agency
regulations pertaining to these will govern their preparation.

Some practices which will speed up the preparation and processing of cor-
respondence sre the wider use of the Office Memorandum Formj use of the
Speedletter, wherever possiblej greater use of properly designed forms and
form letters; making minor corrections with pen and ink rather than re-
typing the entire letter; and keeping dictated letters and copies to a bare
minimim, You sre encouraged to utilize these practices to expedite core
respondence.,

All personnel who prepare or process correspondence will find some portion
of the Handbook of interest to them. Revisione will be made as necessary
and supplemental information issued for ineorporation in the Handbook.
Suggestione for its improvement will slways be welcomed.

L. K. White
Deputy Diractor
(Support )
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IWIRODUCTION

This Handbook is prepared for use by secretaries, stenographers, and typists
to speed up the preparation and handling of corresponience. Writers and
reviewers of correspondence may also find portions of the Handbook helpful
in the preparation of corresponfence. The Handbook is unclassified and

way alsc be used as e trsining guide for nsw personnel.

The Hendbook

~ provides standard practices snd procedures for prepering
letters, memorandums, reports, minutes, and egends.

- deseribes forms used for assexbling snd forwsrding cor-
respondence .

« lists the types of stationery and envelopes avallable.

- outlines the basic number and types of coples to be used
in preparing correspondence.

- gontains a segtion on forms of address snd salutations.

- discusses the top secret procedure as it relstes to cor-
respondence .

- inoludes exswples and exhibits within each section to
1llustrate the procedures described.

- @overs review, approvel, and oconsurrence featurss in the
handling of corresponfience.

A change to the modified Block style is introduced in thls Handbook. Its

]
i
H

-

4

sdoption for all letters and memorandums, except for latters prepared for
the signature of the BICI and the DBCY, will estedlish a uniform style and
appearance for Agency corresponience. Ry following these uniform practices
it is possible to eliminate confusion and to speed up the flow of corres-

pondence.

o A 5, B4 s
"R s,
utas,
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An sdditiona) ssction on pumetustion, espitslization, stbrevistionms, and
division of words will be issued as 2 mmmswnu
cﬂ'&t%u&niﬁamm&eﬂnfcmaﬂmrcriumu.

mmtsmm«mmuams‘w {msertions, ohkanges, or
supplenentsl imstructions developed at the office levels. The user is
coutioned, however, tuat the imsertion of classified imstructions by oper-
ating persomsel will sutoweticelly classify the Eandbook.
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1963

1. USE

Letters are used for correspondence withaddressees outside the Government
and for formal correspondence with officisls of Government ﬁmﬂu. The
letter format will be used for eorrespondence addresssd to:

Mazbers of Congress

The Executive Office of the President

Other Government agencies or their officials,
exeept vhere informality is appropriate

Privete individuals and organizations

2. BTATIONERY
Agency eorrespondence is prepared on letterhead or plsin bond paper.
Three types of letterhead are available:

CIA Letterbead used for correspondame sent ocutside the agency,
except as in b and ¢

CIA lstterhead (Ofrico of the Dimtar) for correapon&emo Tequiring
signature of DOT .« :- Secerc® Wi sl Ao

E i,i; l,;r

CIA lLetterhesd (Office of the Deputy Director) rar correspondence
requiring signature of IDCI

carbons -
Letterhead tissues to correspond with the sbove for courtesy coples,
Flain letterex tissues for extrs copies,

!

| Yellow letterex tissue for officiel aopy,
Pink, blue and green letterex tissues for speciasl fils copies.
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« 3. NOHEER OF COPIES
@ °

"/ prepsre a courtesy copy for Mewbers of Congress, mewbers of the Supreme

Gourt, top officials at the White House and for en sddressee vho has in-
dleated a need for a eopy. |

1 Jetterhead tissue - gourtesy copy

1 white tissue - informeation copy if necessary

1 yellow tissus - officlal file copy

1 white tissue - for signing officisl 1f offieial file aopy to be
vetained elsevhere

\ 71 | # vhite tissues - if signing officisl is DX or his deputies

L [ I
P

' 1 vhite tissus - 1f sdditional copies needed

(,,> k. NARGINB
., The finished letter should have a vell-balanced appearsnece. Allow at
least 1 inoh for the left and right margins, and for the wmargin at the
bottom of the page.

GUIDE FOR BYIE MARGINS

7 \

Letter Length 8lde Margins* Bpase for Text®
SHORT, up to 10 lines 1% to 2 inches {18 to 5 to b inches
24 spades) (€0 to k8 speces)
MEDIUM, 10 to 20 lines 1 to 1} inohes (12 to 6 %o 5 inches
18 spaces) (72 to 60 spaces)
LONG, 20 lines snd up 1 inoh (12 spaces) 6 inchas
(72 spaces)

# 1 ineh equals 12 spaces in ellite type.
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5. DATE ;
Correspondence is dated with the date on vhich 1t is signed. Omit the
date on o letter that will be signed in snother office. When date is to
be inoluded, type the date two to six spaces below the last line of the
sddress in the letterbead, depending on length of letier. Type the date
to end flush with right hendl mergin. The date is expressed by desy, womth,
and year witbout punetuation--3 June 1963.

6. HNEVERENCE LINEE

a. If reference lines are needad, type “"In reply refer to1” in upper
right of the page, two spaces below the date line. XDuwediztely below,
type the reference sywbol.

b. If addresses's reference is to be included, type “Your reference:”
two spaces below the date line or two spaces below senders reference.
Bxample: 3 June 1963

In reply refer to:
ADM/TR 5/20

Your reference;
Per Mgt - A
- T. SPRCIAL POSTAL SERVICE

;
H
i

. Imstructions for wailing, such as ATRMAIL, SPECIAL DELIVERY, CERTIFIED, or
g REGISTERED, are noted on the face of the letter only when it is known that
“/ ! thay will be cbserved by the mailroom. Type or stawp special meiling in-
Y\ gtrustions at the left margin, 12 lines from the top of the page. The

designation may be placed lower on the page if the letter is brisf. Whan

i It

wore than ons service is requested, arrenge the instruections continuously
on & line, separating them with dashes. ZRxawmples
" AIRMAIL--SPRCYAL IELIVERY
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‘*> 8' m

Type the sddress at the left mergin, 1k lines from the top of the page.
See section on Forms of Address for proper titles, salutations and cowpli-
wentary close? Single-spece the address snd arrange 1t in bloek style.
When preparing a letter to be used in s winfow envelope, be sure that no
information other than the address appears in the window area. Ko line
of an sddress should be longer then & inches. When rumover linee are
required, indent 2 spaces from the left margin. Liwit the address to 5
lines. Exmmwple:
Nr. John L. Rover
Chairman, Gecloglcal Professionml

Assoeiation of the United Btates
151 Horth Pike Flace
Billings, Montans
9. APTENTION LINE
An "Attention” line should be svoided. When it is used, type "Attemtion:”

two lines below the address, flush with the left margin.

10. BALUTATION

Place the salutation two lines below the sddress or attention lipe, if
used. Type the salutation flush with the left wergin and follow by s
eolon, The salutation is directed to the addressee of the letter, not to
the person mamed in the "Attention" line.
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1l. BODY OF LETHRR

The modified-block style is used in preparing correspondence,

a. Begin two lines belov the salutaticn flush with the left wargin.
Bésin each paragraph fiush with the left mergin. 8Single apace the body
of the letter; double space hetween paragraphe. Short letters of one
paregraph should be double spaced. Do not number paragraphs in a letter,

b, When there is mﬁ to break the paragraphs inte subperagraphs, the
unite are indented and designated by mubers and letters as 1, a, (i),
{aw. Bach ﬁragreuiw subdivision of & persgraph is indented an sddi-
tiomal) fowr spaces. The second and succesding lines of the paragraph
extend frow the left to the right margin., {(See exhibvit X)

8. A short quotation of less than two lines is run into the text and
enclosed by quataﬂon marks .

d. A longer guotation is blocked five speces frowm the left and right

margine of the text. Quotation marks are omitted.

12. BUCCREDING PAGES

Type the second and succeeding pages on plain paper. Begin ab%ut 6 lines
tx;ou the top. At least two lines of the last parsgraph are cerried over
to the succeeding pege. This is Gone 80 that the signature will not be-
coms seperated from the text. The first page is not numbered. Subsequent
Pages are numbered by centering the mumber cpe half inoh from the bettm_
of the page.
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13. COMPLIMENTARY CLOSE
I ‘3\ Type the complimentary close two lines below the last paregraph beginning
- to the right of the center of the page. The eowplimentary close "Sin-
cerely,” will be used on correspondence prepared for the signature of the
DCX. Other forms are listed in the yortion of the handbook Forws of
Address. These may alsc vary acgording to the person signing the corres-
pondencs,

k. SIGNATURE AND TYTLE

Type the nawe of the signer five lines below apd ceuter with respect to
the complimentary close. Center the official's title immediately below
his zewe. If 2 runover line cccurs in the title, indent the line two
spaces. The official's neme and title are typed in initial eaps only.

Bxawple :
Bimﬂ”ly;
Uhief, General Division .,
15. ESCLOBURRS

‘a. If an snclosure is identified in the text, type the word "Enelosure"
Tlush with left margin, two lines belovw the signer's title. If weore than

one enclosurs, use plural form and number.

b. If enclosure is not identified in the text, type "Enclosure{s):" flush
with left margin and two lines belew the signer's title, Immediately be-
low, indent two spaces end 1iat each enclosure by title or in as few words
as needed to identify the waterial.
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¢. When materiesl i{s to be sent unfer separate aover, type "Beparate
cover:” flush with left wargin, two lines below signer's title or agy
"Enclosure” notation. IList the waterial, even though identified in the
text and send a copy of the letter with the material.

16. DISTRIBUTION

When coples of a letter are sent to persons other than the addressee, in-
dicate by typing "co:1® filush with left margin, two lines below the pre-
ceding notation. List the mames one .bclew the other. The distridution
of the original and s}l coples is shown seperately under the wvord "Dis-
tribution” only on coples retained in the Agemoy. Iwmedistely below list
the originsl and coples. Exanple:

cos <mrnctar, Buresu of Budget
P

strict Government
Distribution:
Originel and 1 - Addressce
1-m/s
1 - Begistry {(with besic)
1 - ehrono,
17. IMENTIFICATION OF CRIGIBATING OFYICE
The official symbol of ths originating office, the initisls and last name
of the originating officer, the initiels of the typist, and the date of
preparation will be typed at the left uarﬁin two lines below the last
:,_gl;g,@mc e
typed line. These are typed on thu/] carbons only. They never appesr on
the original and courtesy copy. Exmmple:

OF/RTB:FiBrovnilan{date )
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18, CLASSIFICATION
The classification and any control merkings sre stemped in accordance with
current Agency Securlty Regulstiens.

19. ASSEMBLING AND FORWARDING CORREBPONDENCE
Bee seotion entitled Assenbling and Forwarding.
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{CIA LETTEREEAD)

The Correspondence Management Association
132 Main Btreet
Béaton, Massachusettis

< ——{ Mttention: Kr. C. W. latteriter

(.ﬁtntlemem

Here is an example of a ome-parsgraph letter of fevw-
er than 10 lines, Bide mergins for letters of this
length may vary from 1% inches %o 2 inches; hence
the writing line may vary frem 60 to 48 typing
syates. The body is aei:ble spaced., Othar parts ’2 (;?
are singles spesed, with dcuble spaces between them, > !

Sincerely yours,

Charles R. Mayes
Director, Correspondence
- Manunl Mvisieon

Enclosure
fielscted United States CGovermpment
Publications, 1959, Ko. §

P A 4
AL
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{CIA LETTEREEAD)

5 June 1963

o

T
\

Miss trg/i_fgna__
Rationi] Resources Commission
Washington 25, D. C.

Dear Miss Steno:

@:.13 wanual is a guide to stanfard practi.ées in Govermwent correspondence.

These practices, assembled by sowe of Govermsent's best technieiasns, give .
Government letters uniform and distinotive character.

The manual {s divided into four parts. The first helps you to prepare -
communications written from person to person. They may de formal letters,
or informal wemorandums. The second part eontains information &n how

t¢ asgerble s T and vhat materials to use for routing correspondence.
The third party tells you how to punctuste, to capitalize, and even to
vrite & legal ¢itation, The last part, not 80 of'ten used as the other
parts, guldes you in preparing specisl documents, such as reports, pro-
posed lagislation, and waterials for the FYederal Register. With these
four perts, the msmual should answer most of your questions about formst
and style and should ensble you to werk more easily. c?{ﬁ.«r(%zzg Y

Please fesl free to supplement the wamual with speeific rules that apply
to your Job. Keep it en your desk at all times. Use it often. By using
it, you wmay become the working partner of the writer, who depends on you

to present his work in an eccoytable style. XEnjoy the sssurance that
your work is set up in proper style.

S8incerely yours,

(Miss) Hedds Gruppe
Chief, Employes Relstions Division

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3

Exhibit 2" - Letter Format




Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
(YA LETTEREEAD)

(date when signed)

Name of Compeny or Organizstion
Btreet Address
City, Btate, ZIP number

-/ /( Attention: Naue

)

Gentlamen:

This is sn example of the letter alddressed to a ccmpeny or an organiza-
ticn for the attention of an individual. If the letter is for the
attention of a &ivision or seetion of the organization, the nawe of the
division or seotion is written in the place of the individual's nawe.

The attention line is inserted on the second line below the =2ddress and
two lines above the salutatim.

Paragraphs are blocked., They are not numbered as in a weworendum. The
first paragraph begins on the second line below the sslutation. When
there is reascn o break the paragraphs into subparagraphs, the units may

_ be indented and mmbered.
_ ; Z—1. A parsgraph is begun near the eni of the page omly if there is
L= | spmoe for two or move lines om that page. A parsgraph is conmtinued on
‘ the follewing page only if two or more lines can be carried over to that
page. Do not subdivide a vord betwsen pages.

/ 2. Xach progressive subdivision of a parsgraph 1s indented an addi-
7 )t&ml four spaces. The second and succeeding lines of all paregraphs,
i t:mevt long quoted passages, extend from the left to the right margin.

The complimentary close is ususlly “"Bincerely yowrs™. It begins aypproxi-

mately in the center of the page, two lines below the last line of the
be&y ef the letter.

,&w&‘w
m me of the official sigring the letter is, typed five linas belov and
mm relaticn.te the complimentary clese. The title and orgeni-
gational element sre centered under the name, If two lines are required
for the title, the second line will be centered below the first.

After the original and ocutgoing copies of a letter are removed from the
typevriter, needed information is added to coples rewaining in the agency.

{4

.-;) *
¢ ' «:,i“:."’
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At the left wargin mey be s 1ist of "ec" addressees The last entry,

except for s possible postseript, is the identification of the preparing
office, the name of the writer, the initials of the typlst, and the date
of typing.

Y the letter is vewritten, the ssme type of information is
repeated after the word "Rewritten.”

Sincerely yours,

-~/

AW 5
‘Director, Management Office
1/ Bnclosures 2

torraspondence Manual
Tips on Typing

1/ Beparate Gover:
Correspondence Mamwl--50 ecples

1/ ee: /3 Jones
: n ) f L] Mth
:’“’/&Z;‘ZJ L s a m

.{‘\»"!L :rlil }Q b
I niﬂ"’jg/ Bistribution:

Orig. - Addressee
- Bigner
1 - Pile (with basic)

1 - Por separste cover ((lAlicwesas— Hpresate S
x ~ as required '

2/ DOX/MO1ARiterstuv(l June 6€3)

- m W o W o W o W Y o W owm m oW s S W e W W W W e W %W

W WE WE M M B W W

1/ Typed on ell copies retained in CIA. Typed on the originsl, the eourtesy
eopy, and external CIA information copies if dictator so degires.

2/ Typed only on ell eopies retained in CIA.

------ - o o WM e W W W W e e w W - W e e e W
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1% liges

m:ultthm.tham:mlknmsm%metthem R
asddress ‘:ht placed, the letter can bde sent in & vindow ama;;pe “
address, including the body of the letter, are ) y ¢

With the

Ttens that fo)

{c1a LETTERHEAD)

Kekeagecsad
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1 Jume 1963
DR,
2744

ape /“7*/%7{?9‘7‘/##/

W@EM&&&%M&W&MHMW
Sincerely yours,

5/1ines

Approved ForiRaiense 2002884291 &I ApRRA7 4-00005R000200080020-3

S22




Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3

MEHORAND g

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3

/



3
A j‘m

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3

COMMSTORMNCE BASOx 963

[ /’\ . =
Vo

" emarandwse sre used for inforesl correspondence within and between Yeder-
sl sgeneies. The memcranius foramt will be used for corresponiing vith:
Ageney parscmnel
Cther Governmest agencies (if informelity is sppropriste)
The Presifent of the United States (certein cirenmstamoes may require
» latter)
2. STATICWERY
e. Use CIA LETINSEEAD (or CIA Letterhesd - Office of the Director or
Deputy Birector) statiomery vhen sddressing the President of the United
ftates and other Coversment agemsies 1f

s

is %o b 1 semd- /

&

b. Gse PIATE BOED vima sddressing tbe Mrecter, Depwty Director of Cemtrsl
Tatelligenee, Exeeuwtive Director, the Deyuty Directors of each conpoment,
and for sultiple addresseves.

2d For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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R A S Flane &%

2. Use Fors 1!&} / #M/w recort comversstioss =

with officials cutalde the Agency. whemever f2e I0I, TOCIL, cr & Deputy

.u;;’: muf(:’-/ \l{;/:f f'f‘*‘}wﬁ{?fcf/ L?AM ""‘::
mmé-a 1pent 1a or jtae iem 18 of suffiefent fwport:

amhhmto@am.

¢, Use platn bond for NOKRANG POR THE BECORD %0 resord importamt
W,auwmmumammwm:m of ree-
ord is 20t sppropriate.

#
& 4
¥

. N 7
B . Ny Fodl oty gg;},{g; ;
f. tee 183 4 WW? am?am forw, for MW.

4 Y o fet A A A
sal commmications gmw or to W’ STAT

3. COPIZD PECK
,,WM&W‘MJ&W' MMMhﬁmaw.

- / 2
/ , v Anes gt Lt O F B i

vill bey fw%&‘,ﬁ et

Original (letterbesd, - to addressee,
if apprepriste) ,

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 (!7) \

A



aﬂ"‘"}
Approved Fg/ jmfIOSIZG CIA-RDP74-00005R000200080020-3

___!{g.utth- side ond st the bottow of the yege. Irgins on
the succeeding pages will correspond with thoss of the Tirst pege.
Typing w1ll dogin ten or twelve lizes from the top of the page. When
uleMl#ﬁnMyrghwluhm?omﬂﬁmm
word sfter the printel word "Subject:” {See xam:)

Fx|

S. DAYE

he date 1ioe will be laft Dlank vhen weworanius will be sigaed in ancther
offics or vhen 1t vill sot De sipmd the day {t is Yyped. If date is
{salnded tyge 1t flash with right wargin sbeut nime limes frow the top of
the page. The date my b wither typed or stowped. It is expressed in
the following sequence: m,mmm)ﬁummma.

6. PISPARATION
AN

2, On Optisml Perw w)wu States Covermment Yemorsnium, the To, ¥rom, '\é

Sibject, and Date ore preprinsted. Typing shall Degin twe apeces after the

.
p—

K
solom, Nwewplel N ty
79 + Assistant Deputy Director {(Gemersl) o
TEROGGE 1 The Comptroller N
70N t Chief, Astinistrative Services }\

SUBJECT : Teviston of Form 123, dsted 1 Jamuary 1960. ]
REFERRNCE: ewo 8ated 15 Decenber 1962 from Persemm] Director to DD/

b. Vo ustng Jetteriesd or Flain fond the dste fa plsced accorfing to
mm«mmmu&mm-@,@uuw%*

B e S
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ﬂﬂmmmaamwmmmm,M(u;
appreprists), ATIRNTICN (an Wu}, SUBINCY, and VEVERRRCE(S) sre
Wiampt,’hMMﬂﬂﬂmhﬂ&&bmm. The sifivesses,
mm&’&maﬁWMan&lmw, inttial cape,
a8 twe lizes agpart. Emwples

YENCRANIUN FORS mm(mx)

SIBINCT 3 Change in Peyroll Fors

e ammummummm..aumef
mmmmnwum::mnm«
isdividal correspondence . maammmxmnmn:mm-
mmm*aﬂ%, Exsuple:
MENCRANIUM FOR: The Comptroller /

Byector of Nevsonel

Chef, Gemerel Services

SERIECT 1 Bpace Allosstion

d. umamwaa«rwmemwmm,w
“Nes 1iat balov® and 1ist the adiressees Tlush vith lsft wergin asd two
me&m&-wwﬂdﬂw%mw. Pxewplet

I. B, AARN
Chiaf, Jatllding Bpace

Adlrossees i
= Conpiroller
Tarsonnel

1 Pirestor
Gonsrsl Dervices OffMcer
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' ummumuw~mnmzum:wumm /2{
, v
of the carresponience is liwited, the 1isting may de mede ca & seporete ,//'/,'
) =
page, properly idestified.

. mmm~mmmnw. The contents of this
Muyhmerwﬁm&yw. mummmx/mx

' '
corresponience . {mmui}

7. IODY OF NENORARDUM

8. mmwwamtmwmummmuauw
reference line. Wammwswmm-m
ts emly ome peragrsph. Pilsea mmbars flwsh with left mergin followed ¥y

7
}(

pericd. Indent ! ummmmmm Nesorspdz to the
. @w%ﬂwwm
rrutm/\@n&mouﬁ)w,\& puced.
[~ 3y O -Se
A 7
». On wemcvenis addreased wmm,m«:;\m Divectors of—the

1learly indi-
wgmmmmnnmws *ly
«amtummum:mmau,mmuumm \
mmamm,wminsamﬂaﬁmfnrawl. m{;} 7
wmamﬂnﬂmuyhixlmlﬁmumm ! |
) 4
peragrsyh or in subsequent peragraphs, as appropriatas. ~

¢. Whas the Yemcrendus contsine & recomsendation for Wlé&i@h -

mmwumuxuﬁrw;ntwmmﬂn
Tive Le'ne !
be typed ocn the originel and a1i Sp&tg:bolu the sigsture:

Approved For Releaée 2002/08/26 : CIA-RDP74-00005R000200080020-3
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ey A |

\ e Wfb}fa peragraphie) - RMW:” Thistine-vill

Wmﬁ@m@;ﬁ% and date Moe. (See
*,,_..?,.., '

P
xaple), (Voo

d. When there is need %o Zrwak paragraphs inte mubparagraphs, the units
say de indented and also mmbered and lettared. 7%e pattern for para-
greghing is:

1. Farsgraphs are typed in molified block style. They are single speced, )
with dowble spoces between thew. The first lime of esch paregreph fs in-
dented secording to the suddivision in the wewsrendmm. For the seecond and g
susceeding lines 4yping vill degin at the left wergin. This is 1in kseping
with the block style.

. 2. When s paragraph is subdivided it msust have st least twe swddivi-
SLODE «

(1). vaea $he are subiivided, musdered, and lettered /
they are Sesigmted 1, » !1 s (8), (n),;g,g\g* * ’ i .

{2). When = paragraph is gited, the reference mmbers snd let- "“5’,.
ters sre writtasm without spaces, as “peregraph 1a(2)(®)."

B, Do not eomtinue a parsgroph to the following psge unless st least
two lines sre carried over.

e

-p A
1f-~‘7{£"‘ :
4

0. M@aﬁmﬁmmmnmmmwmm,w
gw;ﬁmmum. longer quotations sre blocked five speces
fmthhﬁaﬁthﬁ.ﬁtunm. Quotation ssris are wewmslly cmitted.

8., SUCCREDING PAGES
Plain steticoery is alvays used. The first page is not susbered. Suc-
cesding poges are musbered with Arebic mmerials cemtered 3/b* from the
bottow of the page.

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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x N (7r 3
ﬂ, Segin body of the meacranium oight o tep lines frow the top of the pege.
i &

nmmume&anmwnw. Inm
case is o word divided Detween two pages.

(i, If the Yoly of the sencrandus is completed so neer the hottom of a page
that thare iz no room for the sigmature, at laast two lines cf the last
paregraph are csrried over to the lsat page. This is done s0 that the
sigeture will not become ssperatesd from the text.

9. THE COMAED (OR AUTHORITY) LINE

The command line fs used caly vhen the {sdividusl signing the sescrendwum
kas been delegated the suthority to do so for a higher offielel. COfficials
aigaing for the Director will use FOR THE BIRECTOR OF CENTRAL INTELLIGENCE.
The coumand 1ine {s typed in caps, two lines delow last line of text sud
flush with the 15t margin, followsd by a colom,

10. SIGHATGRE AND TITIX

The signer’s mems snd title ere typed five lines below last lime of text

or the cowmend lime. The nawme 1s typed in imitis) caps cde or two speees

to the right of cemter of page. m_umummnuxzmﬂlﬁww
.umumzmmnmy.h tle may be placed on two 1limes to
sthiove the best eppesreance. Exsaple:

Bassutive Officer
Office of Current Necords

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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v

1. mcrosmee A4 > /97 7 HCHRop 7 (L s 47&% o m&é)

mmmmtm&w&%mmmummsu-

fﬁ.,, N
zatare. !S‘A ”%mMmmmmmm ha o

on enslosure is tdentified ammum“{:;m%t. m{fnﬁf’% ’
1s 50t identified in the text type its $3t1¢ fov-the-word
Eooloswee: Exsuple:
. Emelosures 2

Salary Chart
Retivensnt Pesphlst

12, SEPARATE COVER

Wion material is to be sent under separute cover, type “"Separste cover:”
flusk with left margin, two lines delow last typed line. Bugimaing on
2ext 1ime 1ist all items 10 De sent, Send & sopy of the sescrondum with
the materisl. Emmmple:

Separats cover:
Slueprints of Nig. X - 2 sopies
Oentrset for electrical changes

G, Vamn it is desiradble to indicats to sa addvessse that other persoms or
mmmwm.mmmmmmmnumm
mmnmmtwuu <mmmm> o
ee: Searetary of Dtate

Sosreiary of the Army pied Mj&mﬁ/@ﬁfm z@ﬁ"“,; et
fﬁ«{’, gvg;é; ft(x%m&/rjﬂ/& )*//7‘55 /{.-ﬁ.,, de?«/ﬁ jﬂ»{,@f‘,’:},

p @mm«ﬁhnmm@mmm«m
) erigine) aad 2all coples only om copies t2 e retained im the Agemey.

Proeg) - . ( p
(SDew, sx i)t Foee T )
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......

Con 7 "?ﬁ?’yﬁ p:
) w/ﬂ 5 g &
on the origimal o8 well as the coples. P e

{. 'm.wmm*mumnmmwxm. Temedintely
ummtmm:mm/m

1k,

(- The deutification shell comeist of the aywbol for the origimstisg offiea,
$he writer's wame, mmuémmu and the date the meworandus ves
Fepered. The idestificetion s typed culy cu ceples retainet in the
M( uﬁmmaﬁmwnmwm ) in the

T
o

followiag-wemmery -7 *’ Chrsvwi
HB/END: IRDoreititu(ls June 1963)

vandus is sigoed, his tslepbcme nusber say be shown fmsediately efier the
typist's iaitials, separated by s diagesal (/2345), if the inforestion will
not Jeoperdize the security of operstioms.

s. If the sewersndus containe claseified inforsatios the proper classifi-
eation will be stasped st the cembery top and bBottom of esch page.

/} ot
.,'/__"
Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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/aufwﬁ*( ! B jézﬁb)
». Ifa control nnmaé 1s used, t’tanp,\tWiah contrel beloy
the security easna«maum@m 1/4" from the 'aep and bottam of the poge.

. ,"‘@'yl 9—’&» (7 JZ&(
¢. Other slassifiestio arm_r};w mnmm battos of

the first pege of the origimal and s1l coples. - . ./

Y {«*tez.ct
Mcmmauwmxmunnmhw

RS ﬁ.ush with loft mergin tvo

Mﬁnnmwm
1ines bdelow lsst typed line. Exauple:

L. ¥. Wsitin 7”‘?
Chisf, YSBGFance Division

Whar Concurring Officials

17. mmnwu OF CONVERSATION
Yhen reportinp; conversations the Memorandum of Conversation f‘orm or a Memo-

randum for the Record, depending on the circumstances, may be used. The

,,_-—.&v”"

,,,,,,, —
sentence summary will be prepared and dispatched to the inrector s olffice

/0, 2add |
immediately after the meeting or conversation. See exhid tsﬂ fop-proper pro=-

cedures-in—prepering these TOTME,
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18, STArF STUDIED

mwuxrmtwmmmmmmnuummz
Problen
Dlecussion
Commlusions
Pegowaendations
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OPTIONAL FORM NO. 10 3010~106 ¥ et

sw cax. rec. nolpproved-For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 /.~§
UNITED STATES GOVERNMENT [t
Memorandum

TO : All secretaries DATE: # June 1962

FROM : Hesd, Training Section

SUBJECT: Use of Optiomal Form Bo. 10, United States Govermment Heaorandun,
f‘\m 1962 Edition )<=,

i

wargin of the text. As revised, the fors now requires only a single stop ( >
setiing, the left amrgin. This simplification was achieved by woving the 3
printed captions about 3/h of an iuch to the left to allow = comtimmus Y,
i-inch margin for typed materiel.

oA - L £
,“.:,,4,-{é s ‘Sﬁ»«’%q,—*:‘ A

s If the text does mot excesd 10 lines, the §-° 'S 1/%-inch size)1s used.
d mmmmmmargmm.

..... e —
b, Sowstimes wemcrandums are Bot signed. For exemple, this one does not ¢
regulre a signeture. Usually, however, they sre initialed or signed. To
mt&tmsmtmmhm, the name is typed at least one time

oa the memorandum. If the newe 1s not shown in the “Frog® line, it is

Exhibit & - Mesorantum Form 10
Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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STANDARD FORM NO, 64
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0]7'206 Memorandum -+ UNITED STATES GOVERNMENT
o , 5;“«; Pt }jg"»&_ﬁ; s ’

fr— ) ;} * #,

7O : W*M"ﬁ (f v | DATE: ”hm
AN s P m g m” .M“"ﬁ" - Snit Sute sheswver

- ot fus my b Selaped.

SUBJECT:  gorrespendense Tysintag Woturisl
& apoeses

1. Beeews Sisennsions with sesbers of your Cleviasl Yeuining Staff
rE—e e plois benl, or Opticesl Porw Be. 30
‘ m ) o 7 Sn e AR
of i M

f. Senerwlly, mxmmm“mw
, : -y e ; - tYhis Tore.
ma-mmmw mw‘ g )

m,(u-mdmwm» would be apgrectisted.
4 spanen
Cnett Niowst
2 spnew
’ $
Sxsibt 1 of Progesed CTA
* Bietridutions

micsm
1oe
z~wm&lm
* BAS/R/Omsiome sxye/NIE(LS Jeue 1963)
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(CIA LETTERHEAD)

i FOR: Deputy Chief of Naval Operations (Air)
Departeent of tha Nasvy

BUBRJECT : Hewmorandum Format

1. This is an exsaple of & memorandux addressed ocutside the Agency

prepared for the signature of a, Statr chiet' or comparable level.
f{‘ «..»f

2. The typist will prepare an origiml an& courtany copy, if ap-

propriate, on CIA Zetterhead stationery for the addressee; a yellow

tissue copy for the officiml record copy; a white copy Jor the

signing officisl; and vhite tisswes for any additional(interested

mlml\t:? origimtor‘akmm deternine the distribution of axy
cap' ) £ ¢ WJ.. ”% A5t g r;‘; iwd'bzz“?{,&mg/% (?vxi v{“e‘ F4

3. Unless instructed otherwise, this weworandum mey be enclosed in
8 plain (unfranked) envelope. If correspondence is unclassified, in-
dicate the addressee and Stop Humber. The delivery will be made by
the U. 8. Officisl Mail and Nessenger Service from the City Post
Office. If the correspondence is classified, indicate the room nux-
ber and bullding and attach a courier receipt. Rememdber also to

tnolude a decument receipt, if appropriste. Do not include the Stop
Nusber, Zelivery will be made by courter.

e

Jeb Airhart
Chief, Alr Beisnce Division

Approved FgafRttidase- 2000 32 CCIL | AdBE4e28005R000200080020-3
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CENTRAL INTELLIGENCE AGENCY

Memorandum of Conversation

DATE: Agtual date of

‘eozversstion
SUBECT : Enter the tople discussed. If more them one subject was covered, )
esch mn be listed.
PARTICIPANTS:  procedures soncarning maintensnce of source sscurity apply in ) f‘

listing the participants. ¢

; 2
R lé’g{k ¥, %E"‘"‘:,;( g
) s T

e f/
COPIESTO  :  mesd-to-know priveiple shall spply. / ,id gy
FReeess

F £

1. This form to be used in yeporting conversations with individusls cut-
side the Agency. Forw nesd not be used if the conversation is made a part
of the winutes of a weeting, reported in en intelligence information re-
port, or is recorded in another fora of memorandum.

2. If the Director or Deputy Director is a participant, the original and

ell coples are submitted to the DCI or IDCI for approval of the .ub)-tanm /
- et e 7 &
824 the distribution.Other Meworanda of Conversation to go to the n-;myl _._‘Lfilw

Director, submit the origimal caly.}

3. In sddition to this senorandus, & thres-sentence sumsery will be pre-
pared and dispeatohed to the Director's oﬂ'm immediately after the meeting

/}'mzz’z“ ik

or conversation, particularly on ,\uhich pay determine or sffect policy
or which should be brought to the attention of the Director or DOCI.

: -3
For Release 2002/08/26 : CIA-RDP74-00005R000200080020
FORM NO, 1132 Afgﬁgg?g é) - morandum of Comrersation (lst page)

1 FEB 57
7 8

(11-23-36)
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J

A E e
5, mn;u:arm&m 1s longer than ome page,

succesiing yeges. Begin mumbering with the second page.

use plain vwhite bond for the

e
e

O PO s g i T4

Iy oy [’.:j’ L EET S

ﬂg;' . 1",1, S*’ L;d,.i'acrrx L u/j.‘)‘

| POX/MB:IRurdit(date dlctated)

1) PPRoVED!

——
—

e AN

»W mn‘ |
ICI or DICX
48 & participeant

gence

ApprBubditidr iRlead@sbopres 28T MEHRBPII6505RB55550548820-3

n g
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Date

HEMORARDUN YOR TEE RECORD
SUBJECT: Meeting with XXX

1. AWM&:W%RMW%W%% eon-
versations, dsta, or svents vhen use of Yorm 1132 or othar forwm of record
is not appropriste. .
2. When meworsnfus ¢oncerns) a meeting, list the participants. Also note
1¢ any action s nefessary or if any commitwents were made.

-

. Daeptification sywbols of the initistor will be indicated in the lower
ioﬂ cormer as illustrated even though the sigmature of signing offieiel
is not the same. '

k. Distributicn of sl1 coples will be shown on the origimsl amd ell i
coples. The originel and ome copy will be fofguardsd to the Directer, '~ '
vhen reguired, (origimator wiil mmmammmmmafmx).i o

Will

Chief, ‘ )

DD3/CHD/RB 1 Lioore ;uh(date )

Distribution:
Origizma) and 1) - Sigoer (or the O/ICI vhen appropriate)

X - a8 required

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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- EAEN P o T,
L e N

DATE

REPLY REQUESTED
Today's date
| SPEED LETTER e o |ETTER Mo
i R 111
STAT, FROM:
ATTN: Harry Rits

mmmrmhwmmlmmuchimmhnl—
sTat quarters and [ joffices amd bBranches. Ome copy is retained by
: the arigtmeter, two go Torwerd, uuﬂyumm,mmmr
:-:-tu.;?zyugm:h;u«mtm. Be kaepe ome copy for

file sends - originel back, When erigimel is recei
sSuspense copy may de dsstroyed. ived the

MW

SIGNATURE

REPLY "‘; % s b
A o dv\m - oy
b it A oo Hgmloe o

»

/”4‘;-«»/‘-“1———-——\\‘

“RDE 0t80020-3

A L.r— oD L - -
rOT \ ] |~ 0
Approved ™ RETURN TO ORIGINATOR

s o1 1831 Exhibit 1 Spee:ﬁe-tter
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CORRESPONDENCE
FOR DCI & DDCI
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[ RIAWIRICT SIS TORTATTN

[Toaa » 100



ST IRTUTTIN WTTTVITETE IO N N

SO N 1T TTRTIT TETTTIRTO I
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CORRESPONDENCE HANIBOOX | | STAT

S T o

NORRC] mmmmmwmmmm
nmaammxm
Yoy

' mﬁjAﬁJ
Mmmrﬂ Dkofturarmmmsmnm
to the following formats.

1. UBATIONERY
mmmunmnq?mrmmermmmwrmmm
of the Deputy Director are availables for correspendence mpam gg the
sigmture of the Director sod the Deputy Direstor, e O

Plain bond munmmm»zumamgm Direetor, m/
Direators, send the Executive Divector.

2. DATE

Correspondence prepared for the signature of the Director or the Deputy
Director of Cemtrsl Intelligence ahall not be dsted in the office of origin.
Mesorands oddressed to the ICI apd DICI will be dated when signed.

3. LETTER FOMEKAT

8. Keeping in wind a "frewed pioture” appearance, set the wargin sccord-
ingly. In wost lettera the address may be typed eight 11nes below the
last line of the letterbead, flwsh vith the left margin. The length of
the letter vill Ja deterwine vhere the address should begin. Use blook |
style for the sddress. mumumzstmamumhmmmm; |

i
i

Ses the section on Forws of Address for proper titles. Begin the body of

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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the letier m spaces below the salutation and flash with the laft margin.
tegin each ceoeding persgreph at the left margin. Text is single spaced
unless it iz less than eight lines. (See examples of letter fwﬁa.)

; 4 P *

Sl

b. The conplimentary close for the ﬂlmter@ "a{.lnmely.", ?;im name and
title will be sentered five spaces below the complinentary close. Example: )

Sincerely,

John A, MeCome
Pirsctor

Letiaot

,3’5:' the z}fscr’ﬁe cawlimtary close and signature £hall bes

F&&thmm Fours,

Marshall 5. Carter
Limitensnt Ceneral, UHA
Veputy Director

s T A oo lis dzéam.u JZ/ ,&weﬁf}’, Diiealoe ,éwasé’;é’ /&’4 s

b&anevar the DPCI will sign 1in tho abuwi of the Director the signature

aﬁf @}t‘/’é; ;l}iiif"w R —— U

Faithfully yours, \\\

Marshall 5. Certer ' ’
Tiestenant Ceneral, 1}8& 3

(/M%&iﬂ %fp \b:f‘ (&%Mw)) Agting Director

&. Enclosures will be typed and fdentified on the origiral and all copies.

I

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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R

4. Iaemtiffcation of arigimster, typist and dste of yreparstion and the ) |
distribution of all coples vill be shown om the imtermel coples omly. . .
Vben intiosting the distribution of T0p Seoret docusents, shov the emsct )

~,

e. All enwelopes, welling slips and docoument receipts should be sttached
in the office of origin. ICY signaturs tads will de attsched in the O/BCI.
The orfer of assembly of the coerresponience is contained tm the section
sutitled Assendling and FPorwsriding Correspondence.

L. MENORANDUM FORMAT
On weworunis prepered for the sigmsture of the IXI or mp e Bt Tord2 N\

!
¥ : A3 i
£

= i{.ﬁf{iwu ' /

8. The headings shall conferm to gemeral standards prescribed for
otiwr agency memoranda. ,

». Peragrephs will be nusbered except vhen the menorendum is siressed |
£0 the Presidsnt or the smmorenius consists of only coe peregraph. !hm-»i
graphs will be typed in bloek wtyle.

Q’é&k{w‘xé

e. nuzmuwwmmrw mm&mm-
ter of the page the signature of the Direetor or the Deputy Director of

Central Imtelligence shall de written in initial ocsps with the titls een-
mmm:um mu%

Yor the DO S« r o Toces Johm A. MoCone
o Director

Maradnll 3. Carter
WW‘; ;
Dapaty Director

Y
S
x.

Por thw DICY ﬁz-f/) it Kert,

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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In the Director's absence "Acting Director” is substituted for “Deputy

Director™ and'0ffice of the Director stationery is used. Bwssple:
Narshall 8. Carter

lisutemant Gemmrsl, USA

S+ D! f‘*‘c“"*“\ﬂ

d. Vhen meterisl is inclufed vith s weworsndus for the sigmture of ™

the DCI or DOCY the word "Ensclosure”™ will be typed on all copies. If more /
then cne, the mmber will de shown. The enclosure(s) vill be fdemtified
only if of unusual importance. Xmaupls:
Enslosures 23 '
_xmryirmmm
e. Meciplents of informstion coples outside the Agemoy will be fn-

dicsted on the original and sll ccpies at the left margin iwo speces below /
the last typed line by typing “ec:” followed by the reciplent. Exsuwple: ;
ec: Attormey Genersl |

7 /
@mmammmm-wwmmmm)mj/a,’

distribution 1s shown on intermsl coples omly. The distribution may be ’}l-'“} .
shown cn back of the pags if the wemorsndum fills the pege. If an addi- \’/%Mﬁ
tloml page is used, 1t should be properly titled to idemtify it with the/

Boldy of the msmoranium.

» A% cover the of
& tach a drief m% !;lwnc% xm t_’r& . IN
wemorendus 0 b swwmm. ﬁ bf’uw#z(w ,s

through the Deputy Director %M/w %wfdv*’/(')

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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5. MRIEF SBARY 7‘
A three-sentence swmery vill de prepsred and dispatched to the Dirsctor's
office imeediately after s moeting or comversation with offfeisls outstde
the Agenoy, especislly onm those which way deterwine or affest poliocy or 5 Loread
vhich should be brought to the attention of the Director or the Deputy
Director. :

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3

37




Lﬂ’*ﬁ‘ the)Deputy Director((X
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{DCI IETTERMEAD)

(Date left blank)

Honorable Dean Fusk
Secretary of State
washingbton, 5. C., 20520

Lear Mr. Secretary:

This is a0 example of a lstter prepared for the signature of the Dirsctor
sof Central Intelligence. Letters will be forwarded to the Dirsctor through
with a cover memorandum explaining the
*  purpose of the letter e slgned by the Director.

When a second page is required, use plain stationery. Margins will cor- .~
respond with those on the first page, and typing will begin about ten Yines
from the top. The second and succesding pages are numbered with arabic
aumerals centered about one~half or thme-quarteﬁ,}inchx from the bottom of

the page. é-/ St
Sincersly,
Jebn A. McCone
Director
e A
<z %:ﬁ&‘ﬁﬁ 1jea(3M0gb3) CONGURS
- e . E;@?E
1 -ER
1 = Sigmer <
2 —NDn/%
)~ FEC A
)<—— o/ A

ApprovedEEIR e 33 2 b end o v AP 80865R0b0200080020-3
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(DDCI LETTERHEAD)

{Date left blaxk)

Honorsble John Karle
Ameriean Asbassador
Qity, Country

Dear Mr. Ambassador:

his is an anupln of a letter prepared for the signature of the Deputy
Direstor for Centrsl Intelligense. (enerally, this type of letter would
be prepered for the signature of the Director. However, a notation accom-
panying the letter stated that the letter be prepared for the Daputy
Director's signature.

A cover meworanium, or brief, explaining the purpose of the letter should
alsc be prepared. The cover memorania and the letter for signsture should

be forwarded through tm\mgmmmty mrector,&x

. ﬁe@:&g {_‘WJ & - aiﬂ»ﬂé
The mmber of coples prepa m m&S 1lwde an original end one for the
addressee, cne for the cne Tor the Exscutive Registry, and vhat-
ever additional coples the cﬁg:lnator vay deocids.

Falthfully yours,

Marshall 8. Carter
Lisutenant Jeneral, USA
Deputy Director

""""""" &K oy
CONCUR ¢ A )
Peputy Director 12)} , e, j

DPR :MBLirdswpd (3May63)
amsunzm-m/xxm.mq(kmyss)

Bistribution:
Orig. and 1 - Addressee

1 m{ v!.thbauo) JM@

‘V- Seres ”A* ¢
- DPR :

\‘-.&a &ﬁﬁg

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
Exhibit 14 - letter for signature of DOCI
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Lot SOl

(DDCI LETTERHEAD) .' [ d-

{Dste left bLlamk)

MENORANTUK POR: Director of Anotier Agemey . sl O
Birector of Federal Commission / o o Ee-?
BUBJECT : Ceneral Imformetion

1. mummarumummmrmsmmwm
mmmwmw The sawe format will be followed in pre~
paring s wesorendus for the Director’s sigoature.

2. ummnaummmamammmmwmm
Director of Cemtral Inotelligence is availadble. Pissue coples with eor-
Wmmawmmmmemnau neeled.
Ad4itional ocples shall be prepared on plsin tissue and a yellow eopy
for the official file copy. ,

3. A well-balanced Sppearance can be achieved by carefully coneidering
the length of the Resssge and adjusting the margina sccordingly. The text
:mumtmnmhﬁmthn&Mt line. The body of the memoran.
dun is single spaced unless the text is less than ten lines. Double
specing will algo be ussd vhen prepering a mescranium to the Preasident.

Se Au‘r'm:xphm:gthmormmmwmum

37 the DICI is required. These will be forverded to the DOCT tihrough the s 5 e
é*,‘l;g ;

&

Deputy Director (Bespective-Gowpensat)-

Marshall 8. Carter
Lieutsnant Gensral, USA

Deputy Director
aclosure ConetR e
(Identify if necessary) ‘ | Lre e
co: Genersl Counsel /¢ wstil Cagicse =) e
&%Mzte{dam yrepared)(type on internsl copies only) > ©

Distridution: - (show on inte

Origizal and 1 - Addressee ./ .cf ' , ]
Approfied-BECEeleass 202108 egzgﬁgnpyﬂg R000200080020-3
lorbginrtel . Iy ‘
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ottt
5 14 June 1963
s gy by WL ET
[ emoRAP B

FUR: Director of Central Intelligence
COUBH! b R %—v 'éo,},f@ dwj“
SUBJECT : Interagency Correspondence’ nderds

1. This Agency is contributing suggestions for the developwent of inter-
sgency corresponience standards in cooperation with the General Services
Administration.

2. The attached correspondence for your signature sonveys cur idess on

the subjlect to those agencies which bave expressed an interest in the
stendardigation prograum.

John J. Jackson

i A
5? ﬂm e 4‘5 Pireetor of Training
#Distribution: h ey
Orig. - Addressee 0{’@:‘%%?% "L'@\D“T‘ﬁ)
1- SRy
- 3)/%
LT eTBTE

#Typed on file copies only.

.ﬂ‘---'---‘-‘.“"ﬁ-l“---ﬂ‘

ExhibitAlprofevero Mint£ac BODLITES O6HIPERSeRQ0389002§0080020-3
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1% June 1963

MEMORANDUM FOR: Director of ral Intelligence
THROUGH 1 Deputy Direct A@upport.}ﬁ
SUBJECT t Intsrsgency Corresponisnce Stendards

1, Tais illuetrates & wemorandum submitted to the IXI for ection and

his approvel algnature. The first paragraph should state the purpuo er

the wemorandum and request :ﬁorth- approvel of the mcmandat on in "‘f:’ {, ¢ If'c
,Md(_y Co-rattrre. my.f' “ : o

paragraph . N,;
heegoear:
2. ‘The memoranium will/Snclude & spece/for gt "7/ e

~iu W
Jiper The originating officer is responsidle for,all coordinetion hefore
the peper reaches the Office of the Director. tor should also

meke cortain that the file is properly assemd and, aenclosurys are

e bed. a.?/ﬁm;!&xm_?rjlil‘“ % 9 \{ it ‘,{fﬁcwﬂf(
Arden T. ¥Wrighter
Aeting Chief
Correspondence Poliey Division
1 Attachment
(dentity it)
cos DDCY
: CONCUR:
ar w%m
HE Yy ar)\ The recomwmendation contained
(Tf' st/ in paragraph wis epproved:

v fentral T 1gence
Date
PD8/CPD1AVrighter:ss{date prepared)
Pistribution:
orig. ~ to aeti.cn office
/- ‘&‘E"
Wd For Re eaSéZO }ﬁ)ClA RDP74 -00005R000200080020-3

POy
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TOP SECRET
CORRESPONDENCE
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1. ®LICY |
Top Secret informeiion must be safeguarded from the instant it is prepared.
This 7uls applies to dralts, carbon copies, nttes, carbom paper, record-

ings (diaks, tapes, ete.) as well as the fiusl copies. ¥ithin the Agency

am mxmmm/vznu%eumwmnhamw
«mwmmm«mp@mm zenﬂnrminﬁth

the dosunent until it is downgraded, dntrm, or mmttm outside the/

Secret assicrned

maﬂmmuw

M eluutﬂntim is ndx the origina-
ok s A u«? T e

m,, A1
by the irea TS Control foicer.

2. YORNAT

&
The formst for correspondsace 1ia generally the seme as that prescrided
in preceding chuptears except as hareimafter described.

3. CONTROL IDEWTIFICATION

2. The first page of each copy of the T8 docussnt shall dear the TSC nmum-
ey in the lower right cormer, sbout an {noh and s dalf from the bottom of
the pege.

b. HmM&ﬂ:MMﬂuyu:ﬂgMam—
i ~«v€¢5§ Hiih o,
mwmummm,«mzﬁs&wmw. 4"3

¢. The fiml form of & 78 document 1s {dwntified by the TEC muwber only.

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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4. If certain yages hsve been revised this is indtcsted Wy typing “Sevision”

mmuucfth'mmmlmrhftmatw.
. mmnpﬁammmWthmummmm

susber, the aopy muber, muwber of jages, snd other identifying information.
Attagh the furw $0 the top of the TS docwment.

b, PAGE NOMEERTNG .

Coster the mumber st mmamnw.@j@m
_%ige, allovwing sufficient room delow for the /ﬁfma #hn.tﬂeat:m (and
sontrol statewent, 1f wsed). In sddition, ‘pmqﬁﬂ:u; (in accordsnce
vith existing security regulations) will be stamped to the right of the
Gsfanse clussificntion at the bottom of the first page.

5. ERULOBURES AND ATTACHMINTS 74
\l‘-«'

, } e
s. Bwelosures vhich are classified through :
Shrough SecTet ere listed by typing
the vord “Enclosure” flush vith left margin, two limes delow the aigne-

ture and fdentifying the enclosures immdistaly Yelow. Example: !
Enelosures:

1. CIA 18C ¥e. w

2., CIA THC ¥o. -8y na.s,mam:
». Ench anclasure w:mﬁwmumm«mmm

d"}ﬂ’&é/ ‘
or zover yage ia the lower right efam as follows: {L‘f7
"“m *t to CIA P8¢ Iﬂ. Mﬁ F ;_._i"..:gf .
R/ %

.. uwwnu{ , enter Anex/s below the 5 omtrol
%gmig”rhh“r@motﬁntmww. on C"/

AL A edrenadld
nu{\mﬂmammwma,a,wwuumurm

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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6. msTRIBUYION e

jos

- 4
mnmmz«a(wmxmm@«mum
o o1l copies retslned i the Agsmcy. To indieate this dietrivwtiom, type |
mmm‘tmuuwmmmgmm“m
1ast 1ine of the wemoranfue or letter. Mhhhh;u/;@nmuo
c!pt-mﬂrth-wmuﬁauuahem#mmnm. Exauple:

Wﬂm

~—m
3 -
' -
5..

c/xy
c/ex
o/xx
4
T. CLASSIFICATION AND GROUP MARKING j

Ia addition to the defense olessifieation om each g & group warking u\"____M
agcordunce with Security regulations shall be Placed lusediately delow or M 7

sdjscent to the elassificstion warking st the bottom of the first page. ép,/

8. 0P sECERET CowmoL
mmmmmmm,mmmumg:muz
wust be initinted. bmmumnmwmmm
sr handling. m&IymmuuMIMmfwm:ﬁiuml

\r“f.!r

informiion o

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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REPORTS
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)
3 mmamr(a@m
mum-m( Q)npm-t. hhmhinﬂthtm%wmaﬂw
uummmm.mum%mumznw

Tederal Janusl Barvice
Inte

5. MAROING

Space the typing of & report 1o suit the formet in which the report is to
e prasented. Generally, allow a 1-mmamfmnw.\m
nmnmanm,mmmawa-mmmum
m-tinaummmwuxtmmmm.

6. EEADT®)

mtnhurmmwt,wmmxhy@[ﬁ“jmmxmmm

Wy of the page. :rtmz-amw,uumwaumhm

the mein title. The subtitls aay de u«auh,maeumlww

ﬂwmtmmmm. Mupztmctmnutmnarthm

mtm#thm,m»»mw&waupxhlhtm,

mhmm&tﬁh,amhmntuhnmm. Con-~

mmanamﬂflmlmm. More than two of ke
A 7 — then

A
| should not be ased eonsecutively. @pninl. imstrustions froz the writer

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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7. PAGE WREERING

Busber esch page exvept the title page and the first page of the dody of
the report. Alweys mmber in the same position. The preferred lossticn
mﬂmmumwrnimw. Pagns of prefotory meterial,
mmmnmmmmmmamwmf:um”
erals. Deginning with "2° on the second page of the body of the report,
weber vith Arebie mamersls all subsequent pages, incluitng appeniiizes

end an index.

8. ETONATURE
If ¢w report 1s not subwitted under &« sigoed wemcrandus, lsave spese on
the last pege of the text for m handwrittesn sigmature,

9. CONCURRENE -
Yellow ususl yrectices in cbiaining asd recording ooncurrences.

10. CEART SITLE
I this pavagraph, the word “ehart” refers to cherts, tables, graphs, ani
other statisticsl or tabular meterisl. '

" !.)@xa,wf"!«" Plasing o chart on & pege, If possidle, plece s chart vertioally
on & page. When 1t is pecessary to pisce a chert horizontelly om the yage,
turn the page cloakvise 0 yead. That {s, the title is on the left side
of the page, while the bottom of the chert is on the right side of the
page. OGaperally, s chart of over 30 limes requires more then ome page.

Do met divife » chart which requires less than e full puge, even if tie
previcus psge hae caly & fow limes of typing. If a chart requires two or
uore pages, it may de typed on & sheet large enough to sccommodate the entire

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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chart. The shest is thes foldef to & sise slightly less then thet of the
Wmmmmhw. smmmmwmm
mrwmuawuymmmMarMm. ¥ages, other than
mm:.mm:m,mth:amummmnmhw

without ramcving Tasteners. kmnmﬁrwmhrmemca

mmmmmmwmmtuw.

b‘wm Seadings or titlss are pre-
mumdnnmnmuu. Mnyhthmar&m&m.
Tebles usunlly earry the hesding st the tpp. Exsmple of a hesding sbove
a tabla:

. mlﬁxmormwxm@rmnae«u,
aWwemmm States, 1945-60

{Joly of the table)

IfatﬂhwamﬁMhmmmmmtm,'thM*
pleta title; ﬁnwttﬁﬁamhwmmﬁw.”

e, mmuxmam Place footaote references 2 iimes
beneath the chart. WWMMMRMWM
mmmeummm“muhuyhmwam
1sk (*) ant other sysbols, or by lowercase latters, thus avoiding confusion
with the ouaders in the chart. Place source or credit 1iness below the
ehart st either the left or the right cormer.

4. Boxing tables. kmﬁtabmaetwormmlmtmtmh

mnwmmammwmﬁmm. Tablee
u%nmwﬁuhnlmhmﬁ&m. long single spaced
WMmawmnkmﬁwénmm.mum. In
colusnd WNAGE 8519675 tha0 W16 : S oROP FLOGRSMAN0 J0dSEI0 AR Tirst fig-
e and She Rekslt # G



4
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[ )
VA Lo
(247D
TITIE OF FRPORT IN CAPS
A. Bymopsis
Uive = briel sumary of the resson for the report, who reguested the \f
report or stuldy, and the purpose or aims to be sccomplished. ; ;
p P % e e
&a up the rée tions: (})ﬁ“‘i“
1. List thew. « . . + . . . . |
2GMltiomoctct
e
8. Discussion

i. Pollow standerd paragraph tions in presenting the discussion.

2. Mmm:uyhthmmmmim. Place the
wein idess where they will stand out--first or last in ezch paregraph.

Be 5 2 5 # s % 5 5 »

bil.“’%.'i

3. Conerete and specific words sre wsunlly more familisr and clesr. . .

« ¥ O & & & * N

€. Comttusion and Detatled Recommsndations

i. mummu&nm»;:mmmm‘ﬁm{
sclution. Attech swupporting docusents, grophs, or charts.

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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ORRESTONIENCE BANIBOOK

i 1553
NOPTICER, AGENDA, AND MINUTES CF MERTINGS

1. FOTICES OF MERTINGS

nmwamawmtawmmwab

mmimmmmwgmw:mamm ji

al A 80ttce of = weeting way incinde these itemsy o e lreg e nlid

‘,{;méﬁ?

W«mamwammmm
b. Tauber of the westing, s:!mgfamia. The muber way be
shown in e title, us in the exsuple in paragrsph ¢, following.

8. mwmmmmmumumwu
diseusped. Bxsmple:
Notice of [the Second Meeting of the Oeographic Working Committes
L —
4. hﬂ,ﬁﬂ,ﬂﬁlﬁ#'mmﬂ.Q;

2. Name of the clmirean, speaker, and so forth, as sppropriate.

f. Agends snl supporting pspers. The agends wey be sided to the
notioe. Rsenm,mﬁmmmumrdmmw
and followed by a 1list of toples. Instead of the agenis, s psregraph
mﬁummwmmwﬁwmm-mnwhm.
mmwnwu"' of the meeting scoowpeny the
notice.

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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2. AENDA FOR MEETINGS

Agenda weans literally "things to be done.” The terw also sppliss to the
dooument listing things to be dowe at o meeting. If the topics to e dis-
cussed are known bafore relsass of the notice of the meeting, the sgenie
uay be typed as pert of the aotice or as a separste document to acsowpany
the notice. I the subjects for discussion sre not kaown when the notice
is relsssed, the sgenda say be sent later cr distributed at the meeting. .
During the mesting toplos are discussed in the onder iz which they appesr
in the agenda. mmkn,nataﬁdinmw,wmhm
fros words or phrases to paragrephs. If the sagends is prepared om s

separate sheet rather than as rtoré; ot zit have a lwading

; S 9y f‘-?‘.
that identifies the weeting. 2% mmimmmmmum\
agenda: f’;

e. Idemtification of the ageney spomsoring the meeting.

b, Hewe of the group holding the mesting, or the subject to de }

discussed. Exsmple: / ,?; A
Taak | on Seisntific Development ,i o

¢. Date of the weeting

d. 7he word AQENDA, centered, 1f it is mot included inm the agemoy
f4entification, as shown ix psragraph b, preceding.

ke s s e

e, List of topies and sudbtoples, if any, musbersd and lettered for
ease of reference. »

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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f. Supporting papers, if sny. IZach paper sent wvith the ngesds way
be cited in the ftew wvhich applies to it or way de explained in e para-
graph following the sgenda. If papers are mot forwarded but are to bde
ueds cveiladle at the mesting, they mey Le wentioned in the agende sest
in advance of the meeting.

3. NINUTIRS OF MEETINGS

Minutes sre & yritten record of s meeting. They are wot z trsmserips of
the discussions dut sre s comeise, clear summery of the resulting con-

elusicas snd recomseniations. NKimrtes often indicste sction 1o be taken
on the conclusions or recomsendations. @m:ﬂm&usmmlm

thase stumes ) ([ et ssetod /%,Mfw Hoairn, am A 3
{
\

8. Identificstion of the group spomsoring the meeting.

b. Titls, The title may give the mmber of the meeting if the meet-\
ing is one of a series, and the name of the group holding the seeting or
the subject dlsonased.

G M,m‘ mmwmmm'

@. List of those present. The list will fdentify the cheirman,
wenders, asltarnctes, apd guests. (

e. Text, The text of the minutes is usmlly arrvunged by togpies.
Paragraphs may be identifisd by mmber and titls eorresyond to the

agends items. Minutes of the meeting of am intrs group, $ush as

& staff wmeating, way take the foru of a “Record of Aotion.” In this
recard, the sction required and the individnls responsidle for teking

the sction ars shown, thus providing = resdy refevence for followup.
Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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DA e (

f. Identity of the wg responsible for preparing the simtes. ’

g. AMditiomsl informstion. Items way be added to the winutes, mui, i
ahoviag the date of the next meeting, sssigment of duties to specific {
sesbers, or any other informstion not imeluled tn the text. {

k. SEATIONERY POR NOTICES, AGENDA, AWD NINWOTES
2. Btatiomery. Use plain vhite peper for motices, sgends, and wivutes
wless instrusted othervise. Formally orgazised growps sosstiwes wee ;7
appropristely printed stotiomery for notices, simites, ani sc forth. 7

b. Coples. Whemever notices, sgends, or wminutes are to De Suplicated fﬁ'
aistridution, you mey type the waterial directly om a Guplicsting mester.
This waster can be signed by the secretary or other officisl. If an set-
uel sipwture 1s meeded on a record, prepers sm origimal on plsin puper
e have it signed before typing the duplicuting msster. If an sctusl
-Wamm,amnemmmunmmmaormw-
original. ;

5. LAYOUT OF NOTICES, AGENDA, AND MINUTES
&. Mergins., Arrange notices snd agends of weetings on the pege for best
sppearance. In typing mimutes, cbeerve the ususl l-inch mergine.

b. Specing. At the top of the page, center idemtiffeation of the spom-
soring egency or group. Arrange the title, date, tiwe, und Plave to use
the availadble space most effectively. 8ingle space & parsgreph vhich ex-
plains the purpose of & meeting. Alsc single space the sgends, with double
spaces betvesn itews. You way set up the text of minutes as shown in the

exhibit st the end of this clmpter.
Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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e

o

»

e

Yor groups thet hold recurring weetings, keep an up-to-date distribution

list of wesders and their slternales.
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1.
2,

3.
b,
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i o~ .
oy A P /:] //
{4 jo S
;o ¥ 7 g
’ *‘;@ﬂ /7 K
b VO
YEIERAL SERVICES L f‘s’f%w
PUBLIC BUILDINGS DEPARTMENT % .

Q

At

Botice of the first weeting of the Spece Committee!: ?;?/f%
for the New Building o

29130 a.m.,
Roow 105, Naticnel Hesdgqumrtars BPuilding
AGENDA

Deseription and background of the project
Establishmwent of dasic concepts for guidance of the Spsce Committoe
Mmjor contents of the plans

Peruissive character of the plans

&,
b.
8. Forwat of the plans

m«amzmmuuatimmecammyuu

Estadlishuent of suwbconmittees and work schedules

Inclosures:

outline of plan
(uaorsmmmmm:
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PEDERAL SERVICES ADNINISTRATION
RECORDS SERVICE OFFICE

Minmstes of the first seeting of the Workiag Committee on the
U. 8. Sovernment Correspondence Mamel

16 Jaly 1963 ' 9130 a.=.
Chairman: Herbert VWayne

Mewbers present: List all those in attendance

which the & - 'iwwammﬁemm
mlmeunwt m&%mumlbynacmlnmiamm
result in uniforsity in corresponience practices; would require less
training of typists, especially those transferring from ome agenoy to
snother; would lower printing costs of wammls; and would meke it umnec-
essary for nev agencies to dsvelop their own msnuzls.

2. Establigbment of besic concepts
& ‘E mma ﬂ ‘ﬂl ml‘t,‘.c,t,t,-.w.c,o.o.c,n,s.t.t.o‘g",t

P T VT N R IS P P N R P N e e T A N A AR RS TR P A RN A S R D el Sl Al R ]

b. Ferwissive charecter of the BamuBl. ., . c.e,cpcaracutesateratotes

Q.Dﬂt“l’.C'ﬁﬂ"‘.‘.".'!ﬂl."t*"ﬁ"’!.‘l.l'.’.!l.ltﬁt't‘...'l“‘l‘ii'i.iﬁ*!

¢, Format the P e T R T T P P N R Y R R R A

SEHRREARIS ii'l.l.t‘ll“"!.l".l.%‘.l'ﬁ‘-‘““!'.&"ﬂ"’.tt‘..'*"“'l"‘.‘.l.

3' &!g ! ef miﬁ ﬁgw Of m&g‘.‘."il.Q0"10'&"0.&“!1‘...0..

l&i‘.l"‘"i‘i"l“.'Qi.CQ.‘D‘QGO.’G“QC"QQQ’*‘.QQii'.l.ll"..ﬁ..'i"li“li

h. B shaent of subcomuittes: mm»m The working Com-
wittes ussigned gpeomit m st of the members of
sach th h athohnﬁ m propcud schedule Tor the development
of the mamual will be &iscussed at the next mseting.

A. B, Boter
Recorder

Next mpatlingiq Mﬁ'mmpu 00005R000200080020-3

Exhibit 20 - Minutes of Meeting
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REVIEW, CONCUR-
RENCES, APPROVALS
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CORREEPONIENCE HANIBOCK
% 1§§

KEVIEW, CONCURRENCES, APPROVALS, AND SICHING AUTRORTTY

1. INDICATING REVIEW AND CONCURNERCES

a. Officisls other than the originstor shall indicate their review dy
fnitisling shove their organizational desigmation at the bottom of the
yollow offteisl file copy. The date of initialing should also Bes showm.
The originator will initial over his typed namm.

b. Concurrences may be indicated on the urmﬁn:t snd all eopies of memo-~
ranfums vhich will not lsave the Agency, vhen it is desired that concur-
rences be made an integral part of the correspondence. This method 1s
particularly desirsble wvhan considersdble eoordination or concurrence is
necessary cutside the origimating office, wfr&thn the signing offisclal or .
At ¥ bt Ao T

the recipient of the memcrandum may ﬂosim‘uﬁmm of concurrences{by the
officials' surnames and tnm’.)

To provide for these signatures, type the word “CONCURRENCE" flush with
the left margin four speces below the sigoature line. Beglmning five
lines below the word *

“E" even with the left margin, type s solid
line for the sigmature of the officisl from whom concurrence is desired.
Beneath this line type the official’s title. To the right of the signs-
ture line type a scolid line for the dste. Type the word "Dete” beneath

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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this line. BRepest this arrsngement for each concurring signsture desired.

Lasave five spaces between each signature line. Example:
CORCURRENCE :

Tate
Tampteellor = Tate
“%@aﬂ«ﬁ»@, n‘;
e, m4¢amlmma prepnraa far stmtm of the ICI or DICI one of the
two coples forwarded for retention in the hgistry f1les will bear the '
\ :
sigmatre and title of the origimator and easch concurring cfﬂ%‘?‘ The fg _
' 1A
originator®and concurring officials' signatures should be identified by ‘__:_}.w
' » ; g for y
the wvords "CRIGINATED BY" and "CONCURRENCES" respectively. The second /ﬁ,&@m&,

copy for retention in the files of the efmrg &ll other Agency coples

need 20t bear the signatures. Typewritten names will suffice.

2. INDICATING APPROVAL AB AN INTHGRAL PART OF A MEMORANIXRY

a. To eliminate preparing sdditional correspondence st Wm levels,

&% space for the approving official's uimmc%iyah provided on ths orig-
inal snd all copiles of a memorsndum which will not leave the Agency. An
epproval line is indicated by the word "AFPROVED™ in sll caps begun one

or two spaces to the right of the center of the page, snd six spaces below
the last signature line. Iwo or thres spaces to the right of "APPROVED" |
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and m_mmnmwuumummmuu. Center the word
"Date” beneath the line. Two spaces below type in the approving official's
neme in initial caps end center his title bexeeth. Example:

Sigmeture of Sigmer - Ci¢ Pivxe)

b. Consider the folloving reguirements when an approval line s used:

LT

A
(1) m ammion to thzla‘uiml (vhich 1s uaually mm to the
4
%ﬁmﬂn‘ officiai for Decessary aat:.an) prepare & copy for retention by

i

the approving offiecisl. PFurnish two coples if the approving officiel is / L _

the Director or one of his Deputies,
”?

{2) Action of the apprcv:lng official shall be indiceted on all copias.

D
P o e e

(3) Under no circumstances vill information or file copies be dis- | ¢
tributed wntil action hes been teken by the approving officlel,

3. NESPONSIBILITY FOR REVIEW AKD CORCURRENCES

8. It is the originsting official's responsibility to secure all DECesssry
review and concurrences within his organizationsl element, snd to provide
adequate routing of the correspondence to other offtces for CORSUrTRnce .
"Provide adequate routing” includes a review of the ssseubled correspondence
to ensure that routing slips besr the names of every offioce concernsd.
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b. Reviewing officials shell sign or inttial originals or copies in the
speces provided, Qualified eoncurrences or noneomcurrences shell e ine
d%cated, snd the ressons therefor typed to the right of the offieisl’s
signaturs on the original and all copies of memorandus. Yhe copy for the
revieving official will be foryarded from fithe office of the sigring of-

ficial after the docusent is signed.
D

4

the nawes of copourring officials, the date action was taken, and any
other notations of concwrrence or qualified sowcurrence Eg’;aeh. eopy of
& wemoranfus thet will not leave the Agancy. The conmewrring officlal's
sigoature shall be imdicsted above his title in the following manner:

TR

k' AUBITY 7O A1GK CORREER ORTENRCE

The authority to sign for the Director of Central Intelligence has deen
delegatsd by the Director to certain Agency officials. Other authoriza-
tions %o sign correspondence have been dslegated at Deputy Director,
Assistant Director, Office Chief, snd subordinate lavels. The following
gexaral rules apply:

a. Corresponience addressed horizontally shell be signed by an offlefal
»t the same lawiu that of the addressee, or Yy s person to whow author-
1ty has been dalsgated.
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b, Correspondence directed upward shall be signed by or directed through
the chief of the elewent immedimtely below that of the officisl to whom

addreaned.

¢. Corvespondence directed downward shall be signed by or directed through
the chief of the element lmwediately mdove that of the official to whom
addressed.
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10 spaces

«”ffl @'n is recommendad that
officislly.

th verdal agrecaent described hevein be coneluded

S speces

M. M, Person
Chisf, Management Staff

" Date

" Date

General Counsel

o A ? L — , #
4 "f'f PP O X YT P RSRTy S
APFROVED: /

/ o f%@ 8 aﬁw C’ QWM«Q gt :
" - A Bley {
D D . W Al (X component)
Feew)y § Fa el

Pistribution: ,
Original end 2" - W {V Dot Lo
)

;} b\b/s ;%- Qlﬂgtl 4:}/({{.@2@% ; R ;

PRORES wm&0005R000200080020-3
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ENVELOPES
AND MAILING
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regular envelope of the asppropriate size.
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1963

REVELOPEE AND MATLING

?v %fwf&f‘:&é;w f A e‘f
When ne 1 ;i%tad for tﬂ“&i@hﬂl i+ 19 important that the proper

envelope is used to {nsure correct hanfling. Windov envelopes should be
used whenever possidle. When s window envelope camnot be used, select a .

1. TIMm8 o ENVELOFES
The Agency usesz both penalty indicia (franked} and nonpenalty envelopes
and ladels. The penalty clause "Penalty for Privste Use to Avoid Payment

of Postage $300" appears in the upper right corner of the franked enve-
lopez snd labels.

These tmn of snvelopes are svailsble {gome contain preprinted Agency
nmuus)

PENALTY INDICIA

Watte envelopes, 8-7/8" x 3-1’/8" /9-%“ x h1/8"
White window cml.cpn, 8—7 " x 3-7/8

Brown envelopes, 12

Iabels, guswed, 5" x 3"

White Envelopes, 3-4" x 6", &7/8” -?/8" i x -1/8"
Vhite with opaque d4%st mo, 8— x h.1/8
te windov envelope, %

m-u, Alr MBil, red am§ “blue ;mr 2-7/8" x 3.7/8 (both plain end
opague design inside) end X 4=
Brown envelopes, various sises, W 5-7/8" x 3-3/4" through
18" x 14",
MULZI-PURPOSE ENVELOPES

Brown, 12" x 10" amd 16" x 10",
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The /&u:«:ﬁm. Javelopes are emcouraged for imternal routing. These
envalopes are designed vith s vindow pockst sttached to the outside o
sccommodate a courier receipt being used as an sddress label, or a 3" x 5"
card or paper on which the address is written. The envelopes way be

U. B. Govermment Messenger le, Standard Forn €5, siszes 12" x 94"
and 16" x 12", a

To be used for sending materisl between Government offices and agencies
unless prohibited by security or cperstiopal requirewents. When using
the chain envelope enter the MM«MMQM:«'-Wm
the spece ladeled “stop".

2. Uss

The use of penalty indicia i;amthrorcmmmaﬂmtom
Government. Official mai} qualifying for transaission under poxalty indtcia
is broadly limited to official letter sorrespondenne and enclosures that are
reasouably related to the subject matter of the ecrrespondance .

mxwwmmmuwm:

&. Mail on vhich additiomal postage is reguired, as airseil, mail for
most foreign countries or meil weighing over four pounds,

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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b. Fersonsl corresponience and other unoffieial mail even though e pania
age stamp is sffixzed over the pemalty clause.

2 % i

g e Ry r P
(&’%ﬁiﬂﬁéé B AN i} St .
¢. Inner m}.upesﬂ dotble-seals

d. Mail sent outside the Post Office chammels {by wmessenger or courier).
Io addition, do not place a franked label op a franked envelope.
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\

ADDRESSING
MATIL
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ADIRESSING MAIL

BtRREEINIER

¢. In sddressing an envelope, begin the typing st approximately one-helf
the depth and one-half the width of ths envelope. Single space the name

and address in block style. Ths snvelops address will be the same as the
address on the letter it carries.

b. If eorrespondence is to be dispatched Ly special delivery or registered
sail, type the words "SPECIAL DELIVERY" or “REGISTERED MAIL" in all caps
four speces adove, and flush with, the address.

¢. If correspondence is to be dispatched by AIR HAIL, no special imstruc-
tions are necessary provided an air-mail envelope is used. 1If sn air-mail
snvelope is not avislable, use 2 plain vhite envelope without & penalty
indiocis. Type the words “AIR MAIL" im all caps four spaces above, and
fiush with, the address.

4. Inter-Agency Meil - Iermunts o:g} wail being sent to another Govern-
went sgenay is mhuiﬁe&, indicate on the envelope the addresser, the
roon lﬂﬁ% Fumber. Do not use a franked envelope. (Delivery is made

by 0. 8. Official Mail and Messenger Bervice.}
é*z(

acArf
e. If correspondence is classified, attncl% Form aha ier Receipt.

Indtcate the }‘{oca nwsber snd buildingg #o not mxm Mop pumber. (De-
livery is mae by courier.)
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2. ADIRESSING INTER-OFFICE NAIL

The incorract addressing of inter-office mail results ih transmission
Gelays and palces an unwerranted burden on the courier-messenger service.
Peraonnel forwarding waterisl ghell ensurs that addresses contain the fol-
lowing inforsations '

&8, Office of origin,

b. Office designation of addressee {position title or name may be
added 1f desired).

6. Bullding designation.
+» Room mundber.

In the few instances where it is Decessary to expedite dslivery, the
envelope or package mey be marked "Direct Delivery” or "Delivery to
uarcauo?u’ in addition to information required in a, through 4. above.

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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PORMS OF ADDRESS

1. INTROIUOTION
The form of adﬁru{; salutation, and ecaplimentary close is frequently based
on the Yackground, ‘axporicﬁg! and personal velationship of the person signing

the letter end the person receiving the letter, as well as on its purpose.

The exawples given in this chapter sre conventional forms in general use,
They may be varied under certsin conditiona. TFor exsaple, "Honoreble” may be
replaced by a title such as "General," "Dr.," or "His Bxsellency.” All Presi-
dential appointees and Federal and State elective officials are addressed ss
"Honoreble." As a genersl rule, county and eity officisls, with the exception
of mayors, are not addressed as "Honorable." A person once entitled o "Judge,"
“General,” "Homorsble," "His Excellency,” or & similar distinotive titls way
retain the title throughout his lifetime.

m&}w

In salutations to persons in positions that mey be held b);k men or By i
women, only the title "Mr." is shown in the exsuples given here, When a woman
occuples the position, the title "Madam" 1is substituted for "Mr." before such
formal terms as "President,”"Vice President,” "Cheiruan,” "Beoretary,” "Awbas-
QW and "Minister " The title "Miss” or "Mrs.” is substituted for "Mr."

n

o

'\tm lmma rather than a formal title 20l dove

When interagency meil iz to be delivered in Washington, D. €., by the ?‘O* &ﬂw
L
orﬂcial mail and messenger servige, "Washington, D. C." may be omitted frow 5 /M

the letter and the envelope.

X%EQ wjfﬁ' !
Agu ?f e ;

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3 |
|

|

v &G



Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3

Open punctuation is used in addresses.

Pigures are used for nunbdered

addresses and for mumbersd streets designated by the ordinals deginning with

10th, MNmbered streets dssignsted by ordinals below 10th are spelled out.

Ad8itional ZIP Code )

Addressee
2. YEE VEITE ROUSE
The Presidant

Wite of the President

Assistant t0 the Presifant

Seeretary to the President

Sscretary to the President
{with military rank)

3. YEE VICE PRESIDENCY
The Vice President

The President of the fSenete

Adlrens on Iatter
and Envelope

The President
Ths White Bouse

Washington, B.C. 20501
Mrs. (full nawe)
The White House
Weshington, D.{. 20501

Eonorable (full nawe)

Assistant to0 the President

The White House
¥Weshington, D.C. 20501

Honocrable (full name)
Ssaretary to ths President
The White House
Weshington, D.C. 20301

(Full ragk,) (full nawe)
Bacretary to the President
The White House
Washington, D.C. 20501

The Vice Presilent
United States Benate
Washington, D.C. 20510

Eonorable (full name)
President of tha Senate
Washington, B.C. 20510

)rs may be cbtained from the Agency's Meil Room.

Salutation and
Complimentary Closs

Dear Mr. Prasident:
Respeotfully yours,

Dear Mrs. (surname):
Bincerely yours,

Desr Mr. (surname):
Bincerely yours,

Dear Mr., (surname):
Sinaerely yours,

Dear (rank) (surname):
Sincerely yours,

Desr Mr. Yice President:
fiincerely yours,

Desr Mr. President:
8inserely yours,
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70




A

,X\Ghtrun of & Jbint

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3

k. THE FEIRRAL JUDICIARY

The Chief Justice

Associate Justlce

Retired Justice

Presiding Justice

Julge of a Court

Clerk of a Court

5. THR CONGREB®

Coamittee mim: United

States Jenate

Comsittee

*C")“fa
2

Address on letter
and Bavelope

~

™s Chief Justice of the
United Etates

The Zupreme Court of the
United States

veshington, D.C. 205h3

Mr. Justice (swrnaue)

Tos Bupreme Court of the

United Htates
Washington, D.C. 20543

Bonoradble (full name)
{1ocal Address)

Bonorable (full name)

Presiiing Justice
2” of emrt;
loosl adiress

Bonorable (full pawe)

Juigs of the (nawe of
eourt; if = U.B.
district court, siw
daistrict)

(Lnn}. wlérun)

Wr. (full nswe)
Clerk of the {nswe of
eourt; if o U.B.

Honorsbles (fuwll name )
t‘:hli.mn, emwm cn

)
Guited States Senate
Weshington, D.C. 20510

Suersbls (full name)

Chairman, Joint Committee
on (name)

Congress of the tnited
Blates

¥ashington, D.C. 20515

Salutation and
Couplimentary Close

Dear Nr. Chief Justice:
Sincerely yours,

Dear Mr. Justice:
Bincerely yours,

Dear Mr. Justice;
Sincerely yours,

Dear Mr. Justice:
Bincerely yours,

Dear Judge (surnase):
Bincerely yours,

Dear Mr. (surnese):
sm‘rcly yours,

Inar Mr. Chalirmen:

fSincerely yours,

Dear Nr. Chealrwan:
Sincerely yours,

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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Addrosace

Bubcoumities Chairmen,
United States Benate

Benator

{Washington, D.C¢., office)

{awey from Washington,

D.C.)

Senator-elect

Former Benator

Office of a decesped
Semstor

Speaker of the House of
Rapregentatives

Coumittee Chairmen, House

of Representatives

Buwdeounittese Chairman,

Bouse of Representatives

Address on letter
and Envelepe

Honoreble (full name)
Chairesn, Bubcoumittee
on (nawe)

{Bame of parent committes)

United Btates Senate
Washington, D.C. 20510

Fonoreble (full name)
United EBtates Senate
Washington, D.0. 20510

Honorable (full nawe)
United Btates Bsnator
(Local sddress)

Honoradle {full name)
Senator-slaot

United States Sanate
Washington, D.C. 20510

Honorsble {full name)
{local address)

fistretary t© the late
Senstor (full nawe)

United States Senste

Washington, D.C. 20510

Honorable (full name)

Bpeaker of the House of
Rapresentatives

Washington, D.C. 20515

Honorable (full nswe)
Chairman, Compittee on
(nome)

Rouse of Representatives

Washington, D.C. 20515

Honorable (full nawme)
Chairmen, Subcowmittee
on {nems)

(#sme of parent ccomittee)
House of Representatives

Weshington, D.C. 20515

- Dear Mr, (surname):  °
Sineeraly yours, / ‘

. Balutation snd
Complinentary Close

Dear Senstor {surnawme):
Sincerely yours,

Dear Senator {surnswe):
Sincerely yours,

Dear Senator (sumamd)z
Sincerely yours,

Dear Mr. (surname):
8incerely yours,

Dear Benator (nﬁmam)z
Sincerely yours,
Dear Mr. Bpeaker:

Sineerely yours,

Dear Mr, Chalrmen;
Sinscerely yours,

Dear Mr. {surname):
Bincerely yours,
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Addressee
ll?ﬁa‘am'bin
Weshington,D.0.,of fice)

(eway from Washington,

elva )

Representative~elect

Representative at large
Yorwer Reprecentative
Office 'of 8 decensed

Repressntative

Resident Commissionar

6. LEGISIATIVE AGENCIES
Librarien of Congress (Head

of the Library of Congress)

Couptrolisr Gensral (Head
of the Qensral Aecsounting
Office)

Public Printer (Head of the
U.8. Government ?rmtiﬂ‘
Office)

Address on latter
and Envelope

Honovable (full name)
fiouse of Representatives
Washington, D.C. 20515

Eonorable (full nswe)
Menber, United States

Beuse of Kepresentatives
{loosl sddress)

Honorable (full name)
Representative-elect
House of Representatives
Washington, D.C. 20515

Honorsbla {full name)
Houss of Representatives
Washington, D.C. 20515

Honorable (full name)
(Local sddress)

Secretary to the late
(full name)

Fouse of Representatives

Washington, D.C. 20515

Honoradle (full neme)

Resident Commissioner frow
{name of area)

Rouse of Representatives

Washington, D.C. 20515

g:mrablo (full name)
brarian of Congress
Library of Congress
Washington, D.C. 20540

Honoreble (full neme)
Comptroller General of
the United Btates
General Accounting Office
Washington, D.C. 20548

Honorable (full name)

Public Printer

U.8. Government Printing
office

Weshington, D.C. 20401

Salutation and
Compliventary Close

Dear Mr. (surname):
gineerely yours,

Dear ¥r. (swoame):
Bincersly yours,

Dear Nr. (nurnamm
Sincerely yours,

375
>

Dear Nr. (surnawe): E
Sincerely yours, :

&

i
g

e

&=

pop—_

Dear Mr. (surname): :
8ineerely yours, §

Dasy Mr. (surnsme)s j
Sincerely yours,

Dear Mr. (surneme); ./
8incerely yours, '~ ¢
Desr Mr. (surnawe):

Sincerely yours,

Dear Mr. (surname):
Sincerely yours,

Dear Mr. {surnawe):
Sincerely yours,
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Addressee

T. EXECUTIVE IEPARTMENIS
Mowbers of the Cabinet

addressed as "Becretary”

Postmaster Genaral {Head
of the Post Office
Depertment)

Attorney General {Head of

the Departwent of Justice)

Under Becretary of a
Department

Deputy Becretary of &
Departoent

Asgistant Bearetary of e
Department

8. INIEPENIENT AGENCIES

Birector of the Bureau of
the Budget -

Eead of a hdcz?al Agency,
Authority, or Board

Read of & major orgeni-
gation within an agenoy
(12 the offiolal ia ap-

pointed by the President)

Address on latter
and Envelope

Honorsble (full nawme)

Beoretary of {name of
Department Je»

Washington, D.C.*

Honoradle (full name)
Postsaster Genaxal
Washington, D.C. 20260

Hoporable (full name)
Attorney General
w“m, Dnci ms%

Honorsble {full nawe)

Under Secretary of (name
of Departwent)

Washington, D.C.*

Honorable (full name)

Deputy Bscretary of
{paze of Departmant)

Washington, D.C.*

Honoreble (full nawe)

Assistant Becretary of
{nane of Departwent)

Washington, D.C.*

Eonoredle (full nawe)
Director, Bureau of the

Bulget
Weshingter, B,¢. 20503

Honorsdle (full nawe )
(Titls), (name of agency)
m 7 s.c‘
Honorable {(full neme)
(’ﬁth;, {name of orgeni-
sation

(Bawe of agency)
Washington, D.C.®

Salutation and
Complimentary Close

Dear Mr. Becrotary:
Sincersly yours,

Dear Mr. Postmester
General;

Sincerely yours,

Depxr Mr. fttamy
Genersl;
Sincerely yours,

Dear Mr, {surname):
Sineerely yours,

Dear Mr. (surnawe):
Sincerely yours,

Dear Mr. {surname):
Siccerely yours,

Dear Mr. {surname):
8incerely yours,

Dear Mr. (-urimm):
Sincerely yours,

Dear Mr. {swrnsme):
Simcerely yours,

% Include appropriste ZIP Code Number with each address.

®% Titles for Cabinet Seuretaries sre: Becretary of State, Secretery of the
» Secretary of Defense, Becretary of the Interior, Seeretsry of
Agriculture, Seoretary of Commerce, Secretary of labor, amd Seerstary of
Health, RlusatianyorideRelfea2e02/08/26 : CIA-RDP74-00005R000200080020-3
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Addresses

President of a Coumispion

Chairoen of & Commission

¥egber of s Commission

Chairman of a Board

9. AMERICAN MISSIONS

Amerisan Ambassador

American Axbesaador
{with military rank)

American Minister

#* Inelude appropriate ZIP Code Rumber with each adfdress.

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3

Adéress on lLetter
and Envelope

Honorable {full neme)
" soumsission)
Washington, D.C.#*

HEonorable 2&11 naus )

Chairmen, {(nawe of com-
wission)

Washington, D.C.*

Honorable (full name)

MNegber, (nawe of com-
uission)

Vaﬁhimﬂn, D.G o*'

Honorsble Emn name)
Chairmen, {name of boerd)
Washington, D.C.*

Honorsble (full name)
Awerican Ambdassador
(Eit?)n (ﬂm'try)

{rull rank) (full name)
Awerican Awbasasdor
{city), (eountry)

Honorable (full name)
American Minister
(c1ty), (ecuntry)

-

g &

Salutation and
Complimentary Close

Desr Mr. {surname):
Sincersly yours,

i
i

;"’3

o %

Dear Mr. Chairman: , '
Sincerely youwrs, {\

i
Dear Mr. {aurnam)af

Sincerely yours,

mﬂr M. ch&i«m&:
Sincersly yours,

giy: (formal)
Dear Mr. Ambasgador:
{informal)

Yery truly 8
(tmlg‘m. )

Singerely yours,
{informal)

gir: {forwal)

Pear Mr. Asbagsador: or

Dear (rank) (surname):
informal

Bincerely yours,
(inforwal)

gir: (formel)
Derr Nr. Minlater:
(4inforwal)
Very truly yours,
{formal

Binserely yours,
{informal)
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Addressee

Americsn Ninister (with
nilitary rank)

Address on latter
and Envelope

(ruil rank) {full nawe)
American Minister
(city), (eountry)

10. MISSIONS T0 THE UNITED STATEE

Foreign Anbassador in the
United Btates

Foreign Minister in the
United States

Foreign Charge 4'Affairss
in the United States

Bis Excellency

(Rl newe)

Asbsassador of gemtry}
{local sddress

Honorable (full xuxn.g
Minister of (eountry
(local address)

Nr. (full nage)
Charge A'Affuires of

sountry
(Local eddress)

1l. THE COROANIZATION OF AMERICAN STATES

Seoretary Jeneral of the

Organizetion of American

Btates

Bonorable (full nawe)

Sagretary Genersl of the
Organization of
American States

Fan American Union

Washington, D.C. 20006

Salutation and
Complimentary Close

Sir: forwal 3
Dear Mr. Minister: or /
Dear (rank) (surnawe): '
(informal) ¢
Very truly yours, ;
{tormal) '
Smmly youx's,
{informal)

?

N
Excellsncy: (formal)
Dear Mr. Amdassador:

{informal)
Yery truly 8,

(formel
Bincerely yours,

(informsl)

$ir: forml
Dear Mr. Minister:
{informal)
Yery truly 8,
{tormal
Sincerely yours,
{4nformal)

Bir: (formal)
Iear Mr. Charge 4'Affaires:
(informsl)
Very truly 8,
{formal
Sinasrely yours,
(informal)

8ir: {(formal)

Dear Mr. Beoretary
Genaraly or

Dear Mr. (Dr.) guurnuu)e

{informal
Very truly yours,
(forwal)

8 1y yours,
(1nforusl)

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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Adlresgsee

Address on lstter
and Euvelope

Assistant Beoretary General of Honorable (full name)
the Orgenizeation of American Assistant Secretary

Btates

United Btates Representative

on the Council of the

Organization of American

 States

12, UNITED NATIORS

Oeneral of the Organi-
sation of American
Btates
Pan Aperican Union
Washington, D.C. 20006

Hoporable (full name)

United Statea Repre-
sentative on ths
Council of the Organi-
sation of American
States
Departwent of State
Weshington, D.C. 20520

Balutation and
Couplimentary Close

8ir: (formal)
Dear Mr., (R‘.)
{informal
Yery truly 8, ; J,?
{formsl Fd
Sincerely yours, Cy
(informel) L

\
gmmam) 1

Bir: (fml}
Dear Mr. (wn
(informal
truly yours,
(formel)

S8ingerely yours
{informal

e

Yery

Coupunications %0 the United Nations ere addressed to the United States Repre-

sentative to the United Nations, through the Department of Btate.
which are sent direct to the United States Representative include:

Exoeptions
those in-

tendsd for the Boonomic and Soelal Council, the Disarmawent Commission, the
Trusteeship Council, and the delegation to the General Assewbly {when {t is

in seasion}.
unless exseptions arise.

Secretary General of the
United Mstions

United States Representative

t0 the United Bations

Direet communicatlion with the United Nations is inappropriate

Whare it is necessary, the communication should be
sent to the Seoretary Jeneral of the United Nations through the United States
Representative by weans of 2 covering latter.

His Excellency

{Pull neme)
Beeretary General of
- the United Nations

Bew York, Mew York 10016

Honoysbles (full name)

United 8tates Repreo-
sentative to the
United Mations

Hew York, New York 10016

Excellenay: (forusl)
Dear Mr. Beeretary Gensral:
(informal)
Very truly yours,
(formal)

Sincersly yours,
(informal)

gir: (formel)
Desr Mr. (wurnawe):
{informal)

Very truly yours,
7 (rorol)

Sincerely yours,
{informal)

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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Airesase

Chairmen, United Btates
Delugation to the United
Mations Military Staf?
Qoumitien

Benior Representative of
the United States to the
Gensral Assenmbly of the
United Mations

fenior Militery Adviser %o
the United States Dele-
gation to the United
Hatlions General Assembly

United Ststes Representative
to the Economio and Socisl
Council

United States Representetive
tC the United Nations Dis-
arsanent Commission

United States Bepresentative
to the Trusteeship Council

Afdress on letter
and Envelope

Honerable (full name)

Chairmen, United States
Delegation

United Nations Military
Staff Committee

United States Mission to
the United Bations

Hew York, RNew York 10016

Honorable (full newme)

Senior Representative of
the United Btates to the
General Assembly of the
United Xetions

¥ev Tork, New York 10016

(P21l rank) (full name)

Senlor Military Adviser

United SBtates Delegation
t0 the United Nations
General Asseubly

Wew York, New York 10016

Honorables (full name)

United Btates Repre-
sentative on the Eeo-
nomic and Scelal Coun-
¢4l of the United Nations

Rev York, New York 10016

Eonorable (full nsme)

United States Represent-

- ative on the Disarmament
Commission of the United
¥ationsg

Nev York, Hew York 10016

Honorable (full name)
United Btates Represent-
stive on the Trustee-
ship Council of the

United Nations
New York, New York 10016

Salutation and
Cowplinentary mo.@

™,

8iv:
Dear Mr. {surnsme):
(inforual)
VYery truly '8,
{tormsl
Sincerely yours,
(informal)

{formel) A

Bir: (formsl)
Dear Mr. (surnsme):

(informal) I

Very truly :
(formel

Sincersly yours,
{informal)

urs,

\

Y

Denr (rank) (amm)szr

Sincerely yours,

Bir: {(foruml)

.. Dear Mr. {surname):

‘ {informal)
Very {truly yours,
(formal)
Singerely yours,
{informal)

8ir: (formal)
Dear Mr. (surneme):
(1aformal)
VYery truly ’
(formal

Sincerely youre,
(daforuwal)

Sir: (formal)
Dear Mr. (surname):
(informel)
Vary truly yours,
(formal)
Sincerely yours,
(1aforusl)

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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13.

Governor of a Btate

Aeting Governor of a State

Lieutenant Governoy of =
fitate

Secretary of State of =
State

Chief Jatice of the
Buprene Court of a Etate

Attorney General of e State

Treasurer, Comptroller, or
Avditor of a fitate

President of the Benate
of a Btate

Btate Benator

8pesker of the House of
Bepressntatives or the
Assszbly or the House of
Delagates of o Btate

A@dreans on Ilstter
and Envelope #

Honorable {full name)
Governor of (nawe)
(city), (8Btate)

Bonorable {full nawe)
Aoting Governor of (nsme)
{city, (Btate)

Honorable (full nemse)
Lieutensnt Governor of

(name)
(city), (State)

Honoradle (full pame)
Sesretary of Btate of a

naune
(oity), (Btate)

Honoreble (full name)
Chlef Justice
Bupreme Courd of the
Btate of (nome)
(Qi‘t’ﬂ, (3%%8}

Honorabdle (full nawe)
Attorney Genersl
State of (mu;
(city), (State)

Honorable (full nawme)

State Treasurer
(cmptromr;(ammow)

Btate of (name

(city), (state)

Eonorable (full nawe)
President of the Senate
(city), (Stste)

Bonorsble (full nawe)
Nans of Gtate) Benste
%Gﬂ:r): (ﬂ*ﬂe;

Honorsble (full nawe)

Spealker of the House of
Representatives (or
Assexbly or Bouss of
Delagates) of the State

* Include appropriste ZIP Code Number with asnh oRAma-~

Balutation and
Cowpliventary Close

Desr Governor (surnsme):
Sincerely yours,

Deaxr Mr., {surname): \/(3
Bincerely yours, /

Dear Mr. purnswe):
Sincerely yours,

Dear Mr. Becrstary: -
Bincerely yours,

Dear Mr. Chief Justice:
Sincerely yours,

Dear Mr. Attorney Gemeral:

Binceraly ycurs,

Dear Mr. {surnswe):
Sincerely yours,

Dear Mr. (surnswe):
Sincersly yowrs,

Dear Mr. {surnawe):
Binoerely yours,

Dear Mr. (surname):
Sincerely yours,

:&%—R_DF?WLOOOOSR000200080020-3
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Addrons on Iatter
anfi Eavelope *

Honorable (full memws)
(Beme of Stats) House of
Representatives {(or
Assaubly or House of

elagates)
{city), (state)

Etate Repressntative,
Asoswiblynsn, or Delegnte

mwiunetem)
{City), (Btate)

Prasident of s Bosrd of Bonersdle (full newe)

falutation and
Conplimmtary Close

Dear Mr. (surnaue):
Sincerely yours,

Commissicners President, Sourd of Cos- Sinserely yours,
W of (aame of e
L g g .)
(i), (state) dr A ) bl
f { 4% d ; - 3 t 7, é [
1A, ECCLESIASTICAL ORGANTZATIONS i @i“é fopod ¢
* ‘ L %%Aﬂﬁ ﬁf (mm .ig“‘ ﬁfi -
sintater, Pastor Bector The Reverend (full meme)  Desr Dr. (surnsme):
’Mfdznu) ( Sineerdly yours,

&ﬂm), {nane of church)
Lotal address)
W,"W, or Pector ?‘m‘ﬁx m))
E ’ 1oeel sddvess)
Radbi (with-destoval-degre€] Bebbi (full nsme)
{Looal séiireas)

Redbi (without doctoral
degres)

Cathelie Cardimml

Redbl (full name)
{Locsl sddress)

Cetholic Archbishop

tholic Bishop e Mot Reverand
o (tull mewe)
' of {W)
oh addvess.

*mmmhumm‘

(HE
Dear uf.,({m)z or
Doar Rabdi {swrwwee):
Sincerely yours,

Desr Pabdi (surname): \m
Sisoerely yours,

Your Bethdned:  «{formwal)
Dear Cardinel (surpems):
{informsl)
Sincerely yours,

Your Exsellency: (mz;
Dear Aredbishep (surnsme
tmz)
F JOurs,
Your Excellency: (formal)

Desr Bishop (surmawe): |
(informsl)
Sincerely yours,

E

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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Addreasen

Cetholic Monsig
(Higher rank

Catholic Nomsignor
{Lower rank)

Catholie Priest

Catholis dNother Superior
of an Institution

Catholic Sister
Catholic Brother

Mormon Bishop

Protestant Epizcopal
hop

Protestant Episcopal Dean

Mdiress on Latter
and Buvelope *

The Right Reversnd
Nonsigoor (full name)
{Loea) address)

The Yery Revarend
Monaignor (full neme)
{loesl addvess)

The Beverend (full nawe)
(st initials of order,

it any) |
{looal addvess)

Nother (name), (mguu

Bister (full newe)
Fame of organization)
Loeal address)

Brother (full name)
slan of organization)
Ioeal address)

Bishop (full nome)
Church of Jesus Chriat
of Iatterday Sainte

{Loeal address)

The Right Reversend
{full nane)

Bishop of (nawme)

{Loeal address)

The Yery Reverend
(fall nawe)

Desn of {church)

{locel address)

# Inclunde appropriaste ZIP Code Wumber with sach address.
Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3

¢/

Balutation and
Complimentary Close

Right Reversnd Monsignor:
{formsl)
Dear Nonsignor gmrmn):
{informl)
Sincerely yours,

Very Reverend Monsignor:
{formal)
Dear Monsigoor glmam)s
{inforual
Sincerely yours,

Reverend 8ir: (formel)
Dear Father (surname):
(informal)

Sisversly yours,

Dosr Mother (name):
Sincerely yours,

Dear Bister (full name):
Sinverely yours,

Dear Brother {given nawe):
Sincerely yours,

8ir: (formal)
Dear Bishop {surnawe):
informal)
gincerely yours,

Right Reverend Sir:
(formal)
Desr Bishop (surname):
(intormal)
Singersly yours,

Yery Reversnd Birg
{forwal)
Dear Daan (surnawe):
© {informal)
Sincerely yours,
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Ablxyess on Istter Selutation and
Addresses and Zavelope * Compliwentary Close
Hetholdist Bishop Reverent (full mswe) Beveresd Siv: (forwel)
M Bagw ) Dear Bishop zm)t
(Local adtress) (1ntormel)
Sisoarely yours,
wilitar Chaplain {full nese Dear Chaplain (surmewe)s
W) i {Rank, ug-vm mzl- Sinowvely yours,
miion

| | {1ocsl adidress) ;
15. WILITAXY SENVICES S
M A Yo
a. Army, Alr Fores, Marine Corpe } E:i:. 84
General, Lisutemant Gemersl, (Full renk) {full xeme) Pear Genersl (# mﬁ
M jor Gewsysl, Brigadier {adbrevistion of Sincerealy yours,
Generel service desigmtion)
{Peat offion sfdreas of
organtisation and statiom)
, el (Same as sbove) Dear Colomel {swrmewe):
Colenel, Liswtemant Colomel (Sase as ) Eineerely yours, ;’j
{ Sawe as shove) Dear Mador (surneme):
o - Sy o, |
S shore) Dear Caplain (m}g:
Captain (Bawo =8 Simcerely youwrs,
Lisutemant, Second Sawe as sbove) mw(mib-):
M etenant ( Simersly yows, 1\
Chi ores Same s above) Dear Nr. (suroeme): !
Chief Warrest Officer, (Bame 23 inoerely yours, \
i
"t {Poat office address of Dear Sergeant (surnewe)t)
mu p?wm' mm ¢ orgenisstion and station) Simcerely yours,
Class, Platoon Sergesst,
Tosdndieal Sergeent, Staff !
Sergeant, Sergesnt
Corporel Same us sbove) Insr Corporel (surmeme):
( Sinoerely yours,

#* Imelude appropriste 2IP Code Maber with esch adiress.

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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Addressee

Specialist, classes & to 9
Private Firat Class, Private
Reoruit

Alrman First Class, Airman
Segond Class, Airman Third
Class, Basie Airman

Retired Officer

b. HNavy, Coast Guard

Admirel, Vice Adwiral,
Rear Admiral

Comnodore

Captain
Coumander

Lieutsnant Commander, Lieu-
tenant, Lieutenant (Jg),
Ensign, Chief Warrant
Officer, enlisted man

Retired officer

AGdress on Letter
and Envelope ®

{Bame as sbove)
{Bame as above)
{Bame as sbove)

{Bewe as above)

(rull renk) (full nawe)
{s¥breviation of
service designation),
Betired

{Local addrese)

(Full renk) (full nawe)
{abbreviation of
service designation)

(Foat office eddress of

ergsnization and station)

{Seme as above)
(Bawe as above)
(Seme as above)
(8ame as above)
breviation of servics

designation), Retired
{lcenl address

# Include appropriate ZIP Code Number with each address.

P,
a4

K} J!‘;

Salutation and
Complimentary Close

Dear Specialist (smm)\
Sincersly yours,

Dear Private (surname):
Stvserely yours,

Dear Recruit (surname):
Bincerely yours, |
Dear Afrwan (surname):

F

8incerely yours, 1'/

Dear (rank) (mnaaae)i
Bincerely yours, \

3,

Dear Admiral (swrname):
8incerely yours,

R

4
Dear Cowmofiore {(surname):.
Bincersly yours,

Dear Captain {swrnawme): {
Sinserely yours, )

Desr Commander (surneme):
Bincerely yours,

Dear Nr. {surnswme): {
8incerely yours,

.,

Dear (rank) (surname):
Sincerely yours,

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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Addressce

¢. Service Acadeny Mawders
Army or Coast Guard-Cadet

Navy-idshipman

Alr Yorce-Alr Cadet

A gompany or a torporation

A Tederastion

1T. PRIVATR CITIZENS

President of a m'wi'laty
or ecllege <{wit 1

President of a wiversity
or ecollege (without
dootoral degree)

Address on Iatter
and Euvelope #

7

Cadet {full nawe)
{Local sddress)

Midshipmen (full name)

{looel address)

ALy Oadet (full name)

(local address)

(Beme of company or
sorporation)
{Looal address)

élam of official)
PTitls), {nawe of
federstion)
(Local address)

(x m@)
k‘a/\(m m”)
President, (name of

institution)
{Local adéress)

Mr. (full nawe)
President, (nawe of
institution)
{Loval address)
( or ﬂ')f“ l)
nr-n(f\‘lll M)

LTy

 Salutation and
Sompliwentary Close

R,

Deer Cadet {surname):
Bincerely yours,

Dear Nidshipwan (mrmmiz
Bingerely yours,

Dear Air Cadet (surname)i
Bingerely yours

Gentlenen {or Sirs):
Sinserely yours,

Desr Mr. (:afmuo):) ‘Q |
Binoerely yours, / ’

af ’mf)
Dear Dr. (swname):
Sincerely yours,

Dear Mr. (:mu):\)g\
Sincerely yours, / P

(orDeary

Dear Br. (surname):
Sinserely yours,

Peen of s achool A o
cetoral .

Dean, School of (name)
Name of institution)

Losal address)
Desn of a sthool (without Desn (full name Dear De uroa \X’
doetoral auraeg Sehkool of (nawe sznee;ila(r.m:) D

sme of institution)
Local address)

* Include appropriate ZIP Code Number with each address.
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Professcr {vith Sectorel
dagres)

Professor (without

Soctoral degres)

Associate Professor or
Assistant Professor

Prysician

One individusl

Two individiels -
<

Thres or four iodtviduals

m name), s.§.

M. {(full newe)
Attormey st Iaw
{Logal address)

Mee. {(fvlil sase

Mr. snk Mrs. (full nawe)

~%r. (full name) _ .

+ {full neoae
s . (Ml ”)
wr. {fall naoe)

Massrs. (surnswes)

Masdames (surmsoes)

Mases (full newes) or
{(given sewes and sur-
nsee) or The Misses
{surnane)

# Imalule sppropriate ZIPF Code Nwmder with each sddress.

Saluteation and
Conplimantary ﬁlm

Dear Dr. (m%: or
Sinserely yours,

§
S
7~

L

Deer Miases (surnsmwes):
or {surmane)s:

Approved For Release 2002/08/26 : CIA-RDP74-00005R000200080020-3
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ASSEMBLING
- AND FORWARDING
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1963

1.
a. Ploal reaponsivility for the correct assembly of corresponflence rests
with the originator. (See Exhibit 22) Correspondence correctly assembled
will include the following items, sa appropriate, in the sequence indi-
oated:

(1) Transmittal or routing slip, Routing and Record Sheet, or Con-
trol and Cover Sheet, as appropriste. ) ;
gy A

LOEg S

(2) ®rief for the Director or Deputy Dirvector of Cenmtral Intelligence,
17 required.

{3) Originel and courtesy copy, if any, clipped together. {(On ex~
ternsl correspondence protect originel vith thiwm tissue).

(&) mmm)mm or plain envelope, as approprieste, for the

original and courtesy copy, with postage slip attached if raquired.

{3) Information copies for addressees outside CIA, wvith eddressed
envelopes and cowpleted postage slips attached, if reguired.

(6) Information copies (or concurring officials' copilas) for &is-
tridution within the Agency, with addressed routing slips stapled to the
copy .

{7) official file copy (yellow tisasue).
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far fw‘ ,
(8) origipsl tncoming correspondence, enclosires, etc., and any other 1 M
LA 69 8 G ‘
uaterial tof‘bo amaix;a to the official file copy as part of the official

file on the correspondence.

{(9) Extrs copy (or coples) for the Director or Deputy Director of
Centrel Intelligence. If the signing official is either the DCI or DDCX \
and the officisl file copy 1s to be ratained at sither of these levels, i }g}
prepare an additicnal copy on plsin vhite tissue. However, if the officiel i
file copy of aorrespondence is to be retained at another level, prepare two i
exira copies on plain white tissue for the ICI or mex. {g

(10) Alphabetical Nawe Index copy (plain pink tissus) if an slphe- |
betical cross-file is desired.

(11) meturn copy (1f desired) with sddressed routing slip for n; ,
J/ .
return. K. ;?.,W (&)

P

(12) Reference material for return to refersnce sources. .

7z

(13) "Bold Beck copy (if desired). |
b. In addition to the foregoings

(1) The original and copies of esch Top Secret document shall de
¢overed by a Control and Cover Sheet, Form 26.

(2) A completed Document Receipt will be attached to each original
Or copy requiring a receipt in accordance with current CIA Becurity Reg-
ulations.
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(3) Copies for distridution wiihf.n the Agency will be dé¢signated by
& check mark beside the office designstions indicated under "Distridution.”
IT the distribution of coples is within an office and such a weans of in-
dicating distridbution is adequate for routing, routing alips need not bs
attached to the coples.

(b) Emclosures shall be sttached by clips to the the original or coples
tranamitting thew, - Mred ?“ i B el Wwwfﬁ HI¢ fnd -

i

{5} Assewdly reference tabs will be attached vhenever their use will
expedite the review and approvael of correspondence. ICY aignature tebs _
should not be attached in office of origin. These will be attached in
o/rc1.

(6) 7o completed sssesdbly should include sll necessary routing slips,
enveicpes, receipts, and pestage elips, properly cospleted and attached to
respective mmterial.

(T) Materisl shall be fastened together with paper clips and msde
& part of the completed asssembly Dy spring clips, if necessary. GStaples
should be used with discretion, considerstion being given to the amount
and type of handling the correspondence way receive.

(8) Ir it is snticipated thet correspondence vill receive copsider-
edle handling, a backing sheet of bond paper or heavier stock should ba
attached to protect the dack pages.
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2.
2. Assesbled corrvespondence will be forwarded through channels prescribed
by Qirectives issued zt office levels. Correspondence for the signature

of either the Director or Deputy Dirsctor of Central Intelligence will

be forwarded through channels to the Executive Registry. Only transmittal
wedia cowplying with the security requirewents of current CIA Seourity
Regpulationas will be used.

b. Envelopes used in forwerding correspondence and other materisl within

the Agency shall be sealed by the susming on envelope flsps. Sootoh tape

or staples will mtnbc used to ; wlepz;;wﬁh;!: #ﬁt;—ggm anule?oa
shall be used wvherever possible ecurici' receipt will be inserted g
within the pocket attached to tha outside of the envelope and will serve o7
88 the address label. )In addition, extrems care should be exercised when
courier receipts and other slips are stapled to envelopes containing
material. Material should be free for removal and should not be damaged

by the penetration of staples.
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CORRESPONDENCE HANDBOOK

1963 -

COMPONENTS OF THE ASSEMBLY

SHEET Form 610

| SHEET Forw 26

ROUTING AND RECORD

CONTROL AND COVER

(4
ENVELOPE

KeY':

ORIG. &
COURTESY

FOR {5)

(5)| ENVELOPES

B

{ BRIEF FOR THE DCI OR DDCI

(8)} (7}

- ORIGINAL AND COURTESY

=T

COMPLETED ASSEMBLY

Bind with clips rather

than staples.

I

, ey
! iy
I
o
l
I

!

I
| i
U

£ ‘
ENVELO;;;:—’;EEEi_—_

Numbers in parentheses
denote sequence of
arrangement oflfile.

Denotes requirement

“only if correspond-

ence 1is prepared for
signature of elther
the DCI or DICI.

COPY, CLIPPED TOGETHER
TNFORMATION COPIES FORe ___
ADDRESSEES OUTSIDE CIA (11)
ORMATION COPIES FOR
STRIBUTION WITHIN CTA (12)
_OFFICIAL FILE COPY B
270w (Yellow Tissue) " (13)
' ORIGINAL INCOMING -
CORRESPONDENCE )
|'EXTRA COPY (GR-COPEES FPB;¥ ¢ }
| DEE-OR-DDCT ey pnne & FY 4 {
ALPHARETICRL NAME INDEX |
(Pink cross-file, if desired) :
COPY (If ired)
REFERENCE MATERTAL FOR
RETURN TO REFERENCE SOURCES

"HOLL BACK" COPY <

<@ REFERENCE
TABS

-

=

L

}r ‘““f*“"(If desired) . - ®

Place envelopes vertically behind
- original (and courtesy capy if there
iz ~me) of outgolng corresponde_nce.
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- Assembly of File = -
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